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Connecticut CASA Association
Job Description
Part-Time Communications & Development Associate 
Connecticut CASA Association is a non-profit organization that establishes and supports affiliate programs across the State that recruit, screen, train, and supervise CASA volunteers. Connecticut CASA Association is committed to maintaining a network of well-administered, affiliate programs that operate independently with mutual accountability, resulting in the highest level of advocacy for all of Connecticut’s abused and neglected children.
Connecticut CASA Association is a growing, collaborative, service-driven organization.  We are looking for a highly motivated part-time Communications and Development Associate to join our team.  Must have exceptional organizational and interpersonal communications skills and be experienced with social media marketing.  The ability to work in a self-directed environment with multiple on-going projects with attention to detail is essential.  
Responsibilities
· Maintain all social media platforms for Connecticut CASA Association;
· Update and maintain child-welfare related news and resources; upcoming events; newsletters; and local program information on our website; 

· Assist in Grant administration and monthly reporting;

· Organize and support organization Board meetings, including preparing meeting materials, ordering lunches, coordinating attendance, taking minutes and providing communications support before and after meetings;

· Assist in planning of events and fundraisers;

· Maintain electronic and hard copy filing systems;

· Maintain office calendar, including scheduling and coordinating meetings for Committee meetings, board meetings, quarterly affiliate meetings and assist the Executive Director in coordinating appointments and scheduling;
· Perform donor management functions including recording donations, sending timely thank-you letters, annual appeals and tax receipts;
· Compose correspondence, reports, and newsletter content for own or Executive Director’s signature; 
· Provide general administrative & clerical support, including errands, mailing, scanning, and copying, as needed.  
Qualifications

· Strong organizational skills and ability to juggle multiple projects with accuracy;

· Experience raising awareness through social media platforms and online marketing

· Proficient in Microsoft Word, Excel, PowerPoint, and Outlook.  Experience with Mailchimp, PayPal, and donor management software preferred;
· Excellent written & verbal communications skills;

· Bachelor’s degree or related coursework in Business, Marketing, Communications or related field;
· Experience working in a non-profit development office a plus. 
Standard Office Environment
· Work is performed in a normal office environment.

Schedule

· 10-15 hours a week to start, flexible schedule to be coordinated with Executive Director
Compensation

· Hourly, depending on experience

This position specification should not be interpreted as all-inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this position will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodations for the specific disability will be made for the incumbent/applicant when possibl
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