
    2021 Community Partnerships Director 
 
Reports To:  Executive Director 
FTE:   100% 
Salary range: $50k-$60k 
 
Knowledge and Skills 

 Demonstrated ability to work to work collaboratively, respectfully and effectively with a 
diverse community of staff, board members, stakeholders, and constituents 

 Demonstrated ability to manage multiple projects simultaneously in an organized, detailed 
and efficient manner  

 Proficiency in MS Office (Word, Excel), and database systems 
 Demonstrated ability to analyze information and effectively resolve problems  
 Ability to work independently, take initiative, seek advice and work in a team environment 
 Knowledge of current social media and video production skills 

 
Essential Functions 

 Attend offsite meetings. 
 Communicate with member nonprofits by email. 
 Be proficient in oral and written communication. 

 
Job Responsibilities 
 
A. Manage The Big Share Online Giving Day (40%) 

1. Organize and provide oversight on Giving Day initiative, including but not limited to: 
a. Oversee and advise on Big Share department budget 
b. Develop overall plan for engagement with external audiences 
c. Work with Executive Director, staff and Communications consultant to secure media 

partners, and key sponsors.  
d. Serve as key contact with Give Gab, giving day platform vendor, including management 

of annual web site development and coordination of training 
e. Collaborate with staff and consultants on brand messaging, and the social media plan. 
f. Ensure effective support and training for CSW nonprofit members through 

development of and implementation of training program 
g. Work in collaboration with Communications Consultant to implement and oversee 

CSW communications for The Big Share to ensure consistent strategy and branding. 
This includes: 

i.  oversight of social media posts and advertisements 
ii. developing press releases  

iii. proofing and editing public-facing collateral 
iv. and offering guidance as needed on communications strategies to support 

member training for The Big Share 
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h. Work in collaboration with video production company to oversee and manage Big 
Share Live--online, livestreamed programming to supplement The Big Share 

i. Coordination of graphic files and program scheduling 
ii. Secure video clips and programs from CSW members 

iii. Creation of live video programming 
2. Staff and support the Fund Development Committee 

 
B.   Corporate Donor and Grants Development (25%)  

1. Oversee fundraising activities related to the cultivation, solicitation, acknowledgement, and 
the ongoing communication with corporate donors who support various initiatives and events 

2. Research and manage solicitation of and reporting on grants from private foundations 
3. Participate in face-to-face solicitations with corporate donors 
4. Secure corporate sponsorships for The Big Share and Change-Makers Awards event 
5. Maintain corporate relations solicitation process to ensure appropriate tracking and solicitation 

of corporate donations and sponsorships 
6. Track and analyze corporate giving performance and prepare an annual report related to 

retention and giving levels 
7. Oversee the ongoing identification and research of new prospective corporate donors 
8. Develop opportunities to increase involvement from members of the corporate community in 

Community Shares work 
 

C. Co-Production of Annual Change-Maker Awards Event with Development Director (20%) 
1. Advise on and help to implement Change-Maker Awards events 
2. Attend meetings and help to manage logistics with vendors  
3. Coordination of any video production necessary when events take place in a virtual setting 
4. Manage corporate sponsor solicitation and recognition 
5. Coordination with Communications Consultant to create and implement social media 

promotion 
 
D.  New Campaign Worksite Development (5%)  

1. Develop and implement plans to expand into new employee payroll deduction campaigns in 
private sector work sites. 

2. Enlist support of allied organizations and community leaders to assist in securing the inclusion 
of CSW in employee payroll deduction campaigns. 

3. Contact and secure meetings with area employers to discuss including Community Shares of 
Wisconsin in their employee giving campaign. 

 
E. Racial Justice Advocacy and Learning (5%)  

1. Actively engage in training and education related to racial justice and other Diversity, Equity, 
and Inclusion activities.   

 
F. Other Duties (5%) 

1. Attend relevant community events that increase awareness of CSW 
2. Perform other duties as needed. 


