
SYCAMORE SERVICES, INC. 

POSITION DESCRIPTION  

TITLE: Development & Communications Specialist 

DEPARTMENT: Administration  

Relationship Reports to: Director of Community Relations & Business Solutions  

Supervises: None  

Other Internal contacts: All Staff, Program Participants 

External contacts: Community Members, Foundations and Businesses; Participant Families 

Work environment: 90% office; 10% community  

Scheduled work hours: Monday – Friday, occasional evenings/weekends  

Job Summary:  

Supports the organization’s mission, vision and values by coordinating the planning, development and 

implementation of a comprehensive plan for communications and fundraising for Sycamore Services. 

Coordinate research, writing and tracking of grants that help Sycamore Services enhance program and 

service offerings. Create fundraising efforts that engage individual donors. Oversee internal 

communications efforts to keep staff informed and connected. Coordinate external communications to 

build awareness and share resources and success stories with the communities we serve. Maintain 

organization’s presence on website, social media, news and other sources.  Occasional work with 

business clients of Sycamore Printing & Business Solutions by providing content writing, editing and 

social media services as requested.  

Job Qualifications:  

A. Bachelor’s degree in Communications or related field and/or equivalent experience required.  

B. Excellent written, interpersonal and verbal communication skills.  

C. Knowledge of marketing and public relations strategies, techniques and protocols.  

D. Advanced social media marketing skills preferred.  

E. Familiarity with digital marketing analysis tools preferred.  

F. Willingness and ability to stay abreast of the latest marketing trends and developments.  

G. Computer literacy knowledge required.  

H. Excellent organizational skills with good attention to detail and accuracy.  

I. Ability to prioritize and organize workload.  

J. Ability to represent the agency effectively.  

K. Must demonstrate the ability to work well with others.  

 

Essential Functions: 



 A. Fund Raising:  

1. Designs, implements and coordinates a structured fundraising program as an aspect of the agency’s 

overall mission.  

2. Consult with leadership team to identify program/service funding needs.  

3. Identify, define and acquire funding resources available to the agency.  

4. Seek new corporate/foundation funding sources and maintain relationships with current/past donors. 

5. Coordinate completion and submission of grant applications for the agency.  

6. Develop strategies for and coordinate fund-raising activities.  

7. Collaborate with staff on the management and planning of fundraising events and donor receptions. 

8. Maintain open lines of communication with funding sources.  

B. Fiscal Management and Reporting:  

1. Develop and monitor budget for service line, such as fundraising.  

2. Ensure timely and accurate reporting to management and funders as applicable. 

3. Coordinate and maintain records and gift processing. 

C. Communications: 

1. Develop strategic communications plans to support the organization’s mission, goals and objectives. 

2. Develop and distribute publicity for special events and general activities.  

3. Respond to internal and external requests for information.  

4. Develop and distribute internal and external communications.  

5. Create engaging content for Sycamore Services’ print materials, website, and social media sites, etc. 

6. Create and/or edit content for print shop customers’ materials as needed. 

D. Special Events:  

1. Coordinate agency-wide special events.  

2. Coordinate and supervise volunteers assisting with events.  

 

E. Sycamore Services Team  

1. Champion organizational mission, vision and philosophies.  

2. Act as communication liaison throughout organization.  

3. Coordinate development of marketing materials for organization.  

4. Provide excellent customer service. 

5. Perform other duties as assigned/needed. 

 


