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Fundraising 

Communication
Coordinator

            Purpose: To support the Development committee in its fundraising efforts by creating, managing 



    and distributing communications materials for the group (flyers, letters, etc.)

 Prerequisite/Requirement: Coordinate with all members of the Development Committee

Job Responsibilities  

· Work with and participate in Development Committee (attend Dev. Comm. Meetings). 

· Copywrite for niche targets (parents, local businesses, major donors, alums, etc) as needed by Dev. Comm. members

· Design/produce promotional materials (flyers, posters, emails, etc)  and post-event follow up materials (thank- you’s)

· Maintain and add to date base of materials used for following years



Financial Responsibility:  None

           Hours recording procedure: Hours are calculated on per month basis for 10 months

           (Sept. to June) and are automatically posted by the hours recorder each month. 
Hours earned: 30.


Reports to: Fundraising Manager

            Selection Process: Appointed: This position will be filled by the PTO Executive Board 

             appointment.  Please sign-up if you would like to be considered for it.  You  may be asked to 

             submit a written statement outlining your qualifications.  You may submit your name to the

             PTO President or sign the sheet below at any time until the close of the election.
Term: July 1 to June  30

Candidates
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