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Position: Development and Communications Manager 
Full Time Salary: $70,000-$80,000 depending on experience + Benefits 
Position Available: January 3, 2024 
Support For Families of Children with Disabilities is a non-profit organization that offers information, education, and support to families who have children with disabilities. Support for Families partners with parents and the professionals who work with families, to build stronger community, strengthen capacity to support children and families, give every child the opportunities to thrive. 
Services include a phone line, drop-in center, information and referrals, support groups, parent mentor program, trainings, workshops, community education, special family events, newsletter, and website; all services provided in English, Spanish, and Cantonese/Chinese written. 
Position Description
The Development and Communications Manager reports to the Executive Director and is responsible for ensuring effective communications, volunteer and event management, and fundraising for Support for Families. This is a full-time, exempt position that directly supervises 2 Program Coordinators and a part-time contract Grant Writer.  This is an exciting opportunity for a motivated individual looking to grow their career and work independently while receiving support and mentorship from the Executive Director who has significant experience in fundraising and communications.
Development and Communications Manager Responsibilities
Communications:
· Manage all website updates, including events calendar.
· Create program fliers/templates, postcards, posters, brochures, and other materials.
· Manage Social Media content, design, and schedule.
· Manage email lists and segmentation. 
· Support press releases and media relations.
· Coordinate translation for communications materials.
Events:
· Oversee and manage Special Family Events including: Family Access Days, Family Fun Nights, Halloween Party, Spring Open House, and Holiday Ice Skating Party
· Co-Manage Access to Adventure and IRC (in partnership with Information and Resource Manager)
· Works with Executive Director to plan donor events, including annual gala and smaller cultivation and thank you events
Volunteers:
· Recruit, screen, train, and manage volunteers
· Work with SFCD staff to identify volunteer opportunities at SFCD programs and events
· Work with external partners to identify and secure volunteer opportunities in the community, including volunteer opportunities with donations
Fundraising:
· Build an effective, multi-faceted fundraising program
· Manage individual fundraising efforts in partnership with Executive Director, including: Spring Campaign, Annual Gala, Giving Tuesday, and year end campaign, as well as design new campaigns and appeals as needed
· Create and manage calendar to track grant deadlines and deliverables
· Write solicitation letters, thank you letters, and grant LOI, proposals, and reports
· Coordinate with Executive Director and Grant Writing Consultant to research opportunities, and ensure grant proposals and reports are submitted
· Assist Executive Director with data collection for grant reporting

Other related duties as assigned or requested

Qualifications and Required Skills 
· Demonstrated experience fundraising, particularly with individual giving campaigns
· Enjoyment of basic graphic design in Canva
· Excellent organizational skills, time-management, and attention to detail
· Established history of success in fast-paced, teamwork-oriented environment 
· Experience with email marketing/segmentation
· High level of comfort with technology, including Microsoft Office Suite, Salesforce, Campaign Monitor, Adobe, Canva
· Proven communication skills (written and verbal)
· Strong relationship building skills
· Experience building and managing a social media audience (current channels: Facebook, Instagram, Youtube)
Support Families of Children with Disabilities celebrates diversity and is committed to creating an inclusive environment for all our employees.  We encourage diverse applicants to apply.  Support Families of Children with Disabilities does not discriminate in employment on the basis of race, color, religion, sex (including pregnancy and gender identity or expression), national origin, citizenship status, political affiliation, sexual orientation, marital status, disability, genetic information, age, parental status or military service. 
Pursuant to the San Francisco Fair Chance Ordinance, we will consider for employment qualified applicants with arrest and conviction records. If you need assistance or an accommodation due to a disability, you may contact jobs@supportforfamilies.org. 
Support for Families of Children with Disabilities is an Equal Opportunity Employer
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