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Development and Engagement Coordinator
Position Description
1.2026

Reports to: 	Executive Director
Pay:		This is a permanent, full-time, hourly position. Pay range is $19-22/hr for 32-35 hours per week with full benefits.

Summary of Position
This position plays a key coordinating role as a member of our small team, as we all work to mobilize people and organizations that inspire community change in Forsyth County and the surrounding region. HandsOn NWNC develops and delivers a wide variety of programming that fills the needs of its diverse constituents, including nonprofits, businesses, civic groups, schools, and community volunteers. The Development and Engagement Coordinator works closely with the Executive Director to develop and implement HandsOn’s overall fund development strategy, with a special focus on business & institutional engagement and partner outreach, with the goal of increasing revenue and overall awareness of HandsOn’s work in our wider community. They will also work with the HandsOn team to develop and implement strategies designed to increase volunteer connections and enhance the volunteer engagement capacity of new and existing partners through our GetConnected volunteer matching portal as well as provide technical assistance and support to two other, affiliated partner portals (hosted by the UW of Iredell County and Guilford Nonprofit Consortium.) To meet engagement and revenue goals, this person coordinates the logistics surrounding our corporate service projects and the annual Governor’s Volunteer Service Awards event. Being successful in the role requires the ability to work diplomatically with multiple external stakeholders and partners, while vigilantly tracking details for several, concurrent projects and events.

Primary Responsibilities

Fund Development (75%)
· In close partnership with the Executive Director, the board’s Business and Revenue Development committee, and other staff, help guide and implement HandsOn’s overall fund development strategy 
· In conjunction with the Executive Director, plan, price, recruit, and execute HandsOn’s corporate engagement, fee-for-service strategy, and related activities
· Working in conjunction with board leaders and other community partners, be the lead staff member ensuring the overall success of our Governor’s Volunteer Service Awards event each year. This entails developing and executing a fundraising and marketing plan for the event, and serving as the point person for overall planning and logistics
· Staff the HandsOn board’s Business and Revenue Development committee and work alongside the Executive Director to help implement development activities that align with HandsOn’s values and programmatic priorities
· Be knowledgeable about all areas of HandsOn NWNC programming, to ensure alignment across activities and suggest additional revenue opportunities based on current programs
· Be the primary point person for our Supporting Partner and Vendor/Consulting Partner program, ensuring accounts and listings in Salesforce and our website are up-to-date, and determine ways to make these relationships more meaningful

Marketing, Engagement and Outreach (25%)
· Maintain and update HandsOn’s editorial calendar, with other staff members as appropriate to ensure alignment of marketing efforts and that messages resonate with both corporate and nonprofit partners and individual volunteers, as appropriate
· Work with other team members to curate and collect content appropriate for HandsOn’s quarterly volunteer newsletter, and publish it using a current template in Constant Contact 
· Actively manage HandsOn’s Get Connected volunteer matching portal and serve as the primary resource for nonprofit partners using the portal to recruit volunteers, while working to ensure that partner data and volunteer opportunities are as up-to-date as possible
· Provide technical assistance and training support to ensure the success of both the UW of Iredell’s as well as the Guilford Nonprofit Consortium’s affiliated volunteer portals
· Work with internal and external partners to determine the best ways the portal can be leveraged to document individual volunteer engagement in conjunction with new SNAP and Medicaid requirements 
· Develop mechanisms for engaging and connecting HandsOn’s corporate and nonprofit partners more holistically to increase consistent, recurring engagement and general revenue growth
· Work with other team members to develop and publish content for our social media channels as a way of driving both engagement and revenue growth

GENERAL HANDSON NWNC DUTIES
· Maintain HandsOn’s CRM database to ensure that quality, updated information on corporate and nonprofit partners is available to all staff
· Update and maintain corporate engagement and fund development-related portions of HandsOn’s website
· Be knowledgeable about all areas of HandsOn’s programming, including the ability to assist with basic volunteer referrals and other general inquiries
· Provide a high level of customer service when dealing with donors, volunteers, businesses, nonprofit partners and other stakeholders. 

Qualifications 
· Associate’s or Bachelor’s degree in nonprofit management, marketing, communications, business, or related field preferred (those currently attending higher education in these fields will also be considered) 
· Experience working or volunteering with local nonprofit organizations, with knowledge of HandsOn’s GetConnected portal, current programming, and network preferred
· Strong computer skills, including experience with database and website maintenance (experience with Salesforce, Canva, and Constant Contact a plus) 
· Project and event management experience
· Be able to lift 30 pounds and be able to lead volunteer service activities requiring physical dexterity
· Strong written, oral, and interpersonal communication skills
· Able to work independently and efficiently in a fast-paced, diverse environment as part of a small and hybrid staff, setting priorities and managing goals independently 

 
Attributes
· Dependable, reliable, honest, and trustworthy, with high ethical standards
· Alignment with HandsOn’s organizational values, including a commitment to diversity, equity, and inclusion, both organizationally and programmatically
· Ability to manage multiple, often competing, priorities with grace and transparency
· Good sense of humor and ability to stay grounded are a plus


Benefits
· Flexible work schedule. Must be able to attend some meetings in-person during typical business hours, as well as work a limited number of evenings and weekends as required with notice. 
· Hybrid working environment with an office “home” in the Intergenerational Center for Arts and Wellness
· Opportunity to attend any workshops or training series offered by HandsOn and other partners 
· Paid training and ongoing professional development, including membership in appropriate professional and business development organizations, as appropriate
· Opportunity to learn more about the variety and diversity of the local nonprofit sector and build a strong personal network within the sector
· Employer-sponsored health insurance (with an average of 32 hours of work per week), 401(k) plan with employer contribution and match, paid vacation and sick leave
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