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Job Description
The Advancement Office is hiring an Associate Director of Advancement to support all communications, marketing, and fundraising efforts for Mitchell’s Place.

Responsibilities (Include but not limited to):

Donor Centered Responsibilities: 
· Daily gift processing, reporting and reconciliation, acknowledgements/tax receipting 
· Responsible for ensuring information on stakeholders is up-to-date, accurate, and properly documented in the database and in all reports 
· Maintain donor confidentiality
· Assist in all stewardship efforts 
 
Marketing, Communications, and Fundraising Responsibilities: 
· Draft development-related press releases
· Oversee social media platforms and website; review analytics, makes adjustments to increase audience and engagement
· Collaborates with lead teachers and supervisors on social media content
· Ensure adherence to and assist with management of internal/external media consent policies
· Design flyers, direct mail pieces, email newsletters, event invitations, and more
· Assists with grant writing and packet preparation; maintaining grant spreadsheet of requests
· Oversee/order all for the Mitchell’s Place store, including shirts, and promotional materials
· Assist with implementation of marketing strategy for Mitchell’s Place 

Event Planning and Volunteer Management Responsibilities: 
· Act as liaison and coordinator for the Junior Board; attend all Junior Board meetings, events, and assist with the planning and member recruitment
· Support and work events as assigned including: A Night at the Oscars, Dragon Boat Race & Festival, Funky Fish Fry, Mitchell's Chili Championship Golf Tournament, Boos and Brews, and Benefit Nights
· Assist with event sponsorship requests and stewardship
· Manage silent auction for A Night at the Oscars and registration preparation, as well as volunteers
· Act as liaison to the TumTum Tree Foundation; lead auction and guest registration

 Additional Responsibilities: 
· Provides administrative support for the Advancement Department 
· Position will often interact with all other departments 
· Assist the Advancement Department with other duties as assigned
· May help supervise office interns and/or volunteers

Hours
Monday-Friday, 8am-4:30pm with occasional evenings/weekends as required for event support and Junior Board meetings. Must have reliable transportation.

FLSA
Exempt

Reports to
Director of Advancement

Qualifications
· 3+ years of direct fundraising and development experience
· Bachelor's degree or equivalent work experience in a key fundraising position
· Exceptional organizational and communication skills
· Ability and confidence to interact with varied constituencies
· A self-motivated team-player who can energize and lead both staff and volunteers
· Dedication, flexibility, attention to detail and creativity a must
· Must be comfortable working and maintaining donor databases 
· Must be comfortable with technology. Prior proficiency is not required for all but must be able to learn and feel comfortable with the multiple technology platforms. Current platforms include: 
· Microsoft Office Suite
· Google Suite
· Canva
· JotForm / Signup Genius
· Adobe 
· Bloomerang
· Greater Giving 
· Wix Website Development 
· Wordpress
· Shopify 
· Hootsuite 
· Facebook, Instagram, LinkedIn, Twitter

About the Facility
Mitchell's Place is a non-profit, a research-based treatment center that opened in 2005 and has become one of the premier providers of therapeutic interventions for autism spectrum disorder in the Birmingham area. The Mitchell's Place team includes speech therapy, occupational therapy, feeding therapy, psychology, applied behavior analysis (ABA) therapy, psychiatry, and an early learning preschool. This allows for frequent collaboration and a multidisciplinary approach when needed for clients. Mitchell's Place has a well-developed reputation across the state of Alabama for providing services that improve the quality of life for our clients and their families.
How to Apply
Interested candidates should submit resume, two letters of reference, and a cover letter to khenry@mitchells-place.com. We are accepting applications and conducting interviews until the position is filled.
Diversity, Equity, and Inclusion Statement
Mitchell’s Place values diversity, equality, equity, and inclusion. We believe that no student, staff, family member or visitor should be treated differently based on their race, ethnicity, national origin, sex, sexual orientation, gender identity, age, ability status, socioeconomic status, political opinions, or religious affiliation. We are committed to making diversity, equality, equity, and inclusion a cultural norm by creating a climate of mutual respect within and outside the walls of Mitchell’s Place.

(205) 957-0294    •   4778 Overton Road   •   Birmingham, AL   •   35210

image1.jpg
MITCHELL'S PLACE

UNLOCKING POTENTIAL




