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JOB DESCRIPTION                                                         

To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job functions herein described.  Since every duty associated with this position may not be described herein, employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performing of their duties just as though they were actually written out in this job description. 
ENGAGEMENT and DEVELOPMENT SPECIALIST
Department:	Development and Engagement
FLSA Status:		Non-Exempt 
JOB SUMMARY
The Engagement and Development Specialist (EDS) promotes Partnership for Strong Families (PSF) and its services across the 13 counties served by the agency. The EDS works closely with the Director of Recruitment and Development (DRD) in developing a climate of awareness and acceptance for PSF by creating and communicating clear, concise, and consistent professional messaging to community stakeholders, agency staff and network providers. This position, reporting directly to the DRD, demonstrates leadership and problem-solving techniques, and is responsible for persuasively communicating PSF’s mission and programs to potential partners and funders.

ESSENTIAL JOB FUNCTIONS
· [bookmark: P13_632][bookmark: P19_1400][bookmark: P29_1563][bookmark: P31_1602][bookmark: P32_1614]Develop and maintain extensive knowledge about Partnership for Strong Families’ programs and services.
· Manage PSF’s presence across all social media sites, including Facebook and Instagram. Utilizing independent judgement, create and maintain an engaging and informative online environment and ensure all content is updated and geared toward intended audience. 
· Create and publicly present information regarding our agency, and current needs to audiences at various community meetings. 
· Utilizing a high level of skill to assist in the preparation of agency communications including newsletters, various agency materials, and promotional items. 
· Lead the coordination of special events and regular donation drives such as Wish Upon a Star, the Back-to-School Drive, and Amazing Give with other staff.
· Under the direction of the DRD, lead engagement and development efforts across thirteen counties that help increase PSF’s ability to serve the youth in our care. 
· Coordinate Children’s Partnership Council meetings, develop a plan of strategic communication with all council members and maintain CPC budgets with great attention to detail. Ensure effective communication is kept with members and seek to identify areas for CPC growth and development. Using feedback from Children’s Partnership Councils, develop a plan for regional outreach to increase PSF’s reach and presence in North Central Florida.
· Actively grow a network of support for PSF by participating in community networking events, chamber meetings, non-profit fairs and regularly looking for networking opportunities to grow the visibility of PSF. 
· Actively seek out grant and funding opportunities. Assist in the development of grant proposals and editing of proposal content. 
· Promptly respond to online communications and interactions using a high level of skill and attention to audience needs and expectations. 
· Displays understanding of, and sensitivity to, service population’s cultural and socioeconomic characteristics.
· Must understand, support, and promote the organization’s mission, vision, and values; and uphold the professionalism of the organization at all times.
· Performs other related job duties as assigned. 

EDUCATION AND EXPERIENCE

Minimum Qualifications:
· Bachelor’s degree in related field or equivalent.
· Two (2) years of relevant experience; or an equivalent combination of education and experience. 
· Strong organizational skills including the ability to lead multiple projects. 
· Proficiency in word processing and spreadsheet software with exceptional writing skills.
· Possession of a valid, State of Florida driver’s license to operate the motor vehicle operated; Requirement exists at the time of hire and as a condition of continued employment.

Special Qualifications:
· Demonstrated experience in engaging target audiences. Experienced writing on deadline. Proficient in Canva. Experienced in Social Media Management. 
Knowledge, Skills, and Abilities: 
· This position regularly represents the organization to community partners, donors, stakeholders, and the public, the employee is expected to maintain a neat, professional appearance. 
· Ability to make public presentations and represent the agency in various settings. 
· Ability to develop long-range and short-range objectives and corrective action plans. 
· Ability to assess situations, problem solve and make decisions quickly. 
· Ability to work independently with minimal supervision and set priorities. 
· Ability to plan, assign, and coordinate the work of support staff, interns, and volunteers. 
· Ability to exercise discretion and maintain confidentiality of sensitive data. 
· Experience in social media management.
· Strong interpersonal skills. 
· Time management and organizational skills. 
· Ability to speak, read and write English, Spanish speaking and writing beneficial. 
· Ability to work in a multi-task environment. 
· Ability to extrapolate information from a variety of data and place in proper format. 

The position may involve acquiring, accessing, using, and safeguarding Protected Health Information according to applicable law and agency Policies and Procedures for Protected Health Information.

PHYSICAL DEMANDS
The work is sedentary work which requires exerting up to 20 pounds of force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body. Additionally, the following physical abilities are required: 

· Sitting/Standing: Particularly for sustained periods of time.
· Manipulating: Picking, pinching, typing, or otherwise working, primarily with fingers rather than with the whole hand as in handling.
· Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.
· Kneeling: Bending legs at knee to come to a rest on knee or knees.
· Stooping: Bending body downward and forward by bending spine at the waist. Occurs to a considerable degree and requires full motion of the lower extremities and back muscles.
· Reaching: Extending hand(s) and arm(s) in any direction.

WORK ENVIRONMENT
[bookmark: _Hlk123730690]Work is performed primarily in a safe and secure office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets, and printers. Work requires frequent travel within our catchment area and occasional nights and weekends.

EEO/ADA STATEMENT
Partnership for Strong Families is an equal opportunity employer and considers all qualified applicants without regard to race, color, religion, sex, pregnancy, sexual orientation, gender identity, national origin, age, disability, veteran status, or any other protected status.

Applicants requiring a reasonable accommodation as defined by the Americans with Disabilities Act, must notify the Human Resource Department at 1-352-244-1500, ext. 2134. Notification to the Human Resource office must be made in advance to allow sufficient time to provide the accommodation. 









Signature Block:

By signing below, I agree and understand that I must satisfactorily perform each responsibility set forth to continue my employment with PSF.


_____________________________		______________________________
Employee Name (Print)			Supervisor’s Name (Print)


_____________________________		______________________________
Employee Signature				Supervisor’s Signature


____________					_____________
Date						Date
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