Development & Staff Assistant

Job Summary:   
Support the mission of Friends of Joshua House Foundation, Inc. by working with the Development Coordinator, as well as other FOJH Team Members, to ensure accurate records and communication to and from our donors through our donor database, social media and other methods.

The FOJH is looking forward to adding this position to our "small, but mighty" team of passionate and caring employees. We are customer service focused and mission-driven.

Employees will receive 120 hours of pro-rated PTO their first year of employment, as well as a generous stipend for health insurance.

Pay: $17.00 - $20.00 per hour

Schedule:
· Full time, 8:30am – 5:30pm
· Occasional weekends & evenings as needed

Duties and Responsibilities

· Responsible for managing the accurate entry and maintenance of donor and donation information into/of the Donor Database(s) and email communication system(s).
· Communicate with Donors and potential Donors through Social Media, as directed by the Development Coordinator or Management.
· Manage gift acknowledgments by mail, phone, and electronically.
· Create attractive, accurate, and engaging mass emails to be sent to donors as directed by the Development Coordinator or Management.
· Coordinate solicitation mailings to specific donors as directed by the Development Coordinator or Management.
· Assist in running reports from the Donor Database and other systems as needed.
· Assist with planning & executing events: calling potential vendors, researching prices, searching for items online, setting up, greeting guests, directing volunteers and more.
· Cover the Front Desk when needed.
· Greet visitors, guests and volunteers and direct them appropriately.
· Answer phone calls and direct callers appropriately or follow up as needed.


Required Knowledge, Skills and Abilities 

· Proficient knowledge in MS Word, Excel, Outlook and PowerPoint.
· Ability to communicate clearly and professionally with internal and external customers.
· Work effectively as part of a team to achieve established outcomes. 
· Understand other’s roles and empower one another to take responsibility to be successful.  Demonstrate collaborative interaction with peers to reach a common goal.
· Pay close attention to detail in all aspects of the job.
· Maintain confidentiality and discretion.
· Open to other’s ideas and exhibits a willingness to try new things.
· Adapt to changes in the work environment, manage competing demands and is able to deal with frequent change, delays, or unexpected events.
· Follows instructions, responds to direction, and solicits feedback to improve.
· Act in such a way to instill trust from management, other associates, as well as volunteers and donors.
· Must pass a Level 2+ background screening.
Education and Experience 
· High school graduate or equivalent 
· 2+ years experience working experience
· Experience with Social Media: Facebook, Instagram, LinkedIn
· Experience with Databases, or programs such as WordPress or Canva is a plus

To apply:
Please send resume and a short introductory email to: 
Nanci March
nmarch@joshuahousetampa.org 

We are an equal opportunity employer. All applicants will be considered for employment without attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran or disability status.

