JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
_______________________________________________​__________________​_______________

POSITION:
Community Relations and
Organization Group: Associate


Development Coordinator
DEPARTMENT:
Community Relations 
Level:  C

EFFECTIVE:
June 14, 2019
FLSA Status:  Non-exempt

_________________________________________________________________________________

This Job Description identifies the major responsibilities of this job.

▪▪ I.
POSITION PURPOSE
The purpose of the Community Relations and Development Coordinator is to support the daily operations of the Community Relations Department by performing a variety of technical and administrative duties such as entering data to update and maintain databases, assist in the production of marketing materials, and provide excellent customer service.  Responsible for all administrative aspects of development and public relations activities.
▪▪ II.
RELATIONSHIPS
The Community Relations and Development Coordinator works under the direct supervision of the Director of Community Relations and Development.  This position works both independently on assigned tasks and as a team member providing support to department efforts.  The position occasionally interacts with library customers, department visitors and donors; and provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.

▪▪ III.
PRIMARY DUTIES AND RESPONSIBILITIES
Demonstrates a thorough understanding of Microsoft Access, Excel and Word including how to use command keys, tables, queries, macros, and merges to perform daily administrative tasks for the Community Relations department. 

Performs on-going accurate numeric and alphabetical data entry into database to maintain current Community Relations customer lists and records.  

Reviews data for accuracy, makes corrections, removes duplicate records, identifies incomplete or outdated information and contacts customers to request current information.
May scan, upload or download electronic files into other software formats.

Converts data sources into mailing lists, labels, letters or certificates.
Cuts paper to create bookmarks and handouts; folds paper and stuffs envelopes on a regular basis.
Answers phones and greets visitors to the Community Relations department.

Contributes to team efforts by providing administrative support.
Participates in all fundraising activities including donor and public relations, direct mail appeals, and special events.

Solicits and processes donations and prepares acknowledgement letters and other correspondence.

Coordinates annual sponsorship program for Summer Reading and All Pueblo Reads.
Maintains foundation, corporation and individual donor files.

Creates monthly fundraising reports and other reconciling reports as needed.

Supports team efforts to maintain a safe and secure environment for customers and staff by maintaining awareness of surroundings and working in accordance with safety policies and procedures.

Participates in regularly scheduled department meetings.  Attends All Staff Development Days and other training sessions to acquire new skills and to stay current on all information that is pertinent to PCCLD.

Reads daily organizational communications from intranet, e-mail, newsletters and print announcements.  Stays current on all library services, programs and events throughout the district. Regularly accesses electronic time keeping, payroll and personnel employee access systems.

▪▪IV.
  OTHER DUTIES AND RESPONSIBILITIES

May serve on library committees as a department representative.

Performs other duties as needed.

▪▪ V.
EDUCATION, KNOWLEDGE, EXPERIENCE, SKILLS AND ABILITIES RE​QUIRED  

Education and Experience:  High school diploma or GED required; two years of college preferred. Minimum of two years’ experience required in an administrative position—preferably in a not-for-profit setting—performing data entry, database management and development activities.
Skills and Abilities:   Position requires computer skills using MS Access, Excel, Word, Win8, the internet and email.  Knowledge of Raiser’s Edge software is preferred. Ability to enter data with a high level of accuracy.  Must be able to perform repetitive tasks while staying focused on details.  Ability and willingness to contribute as a team member and work independently. Flexibility and confidentiality are a must.   Excellent communication skills with the ability to provide good customer service.  Ability to function under flexible and changing conditions.  
Other Requirements:  Must be able to work a flexible schedule including days, evenings and weekends.  Must submit to and successfully pass a criminal background investigation.

Equal Opportunity Employer.

___________________________________________________________________________________________
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