Policy Type:

Board Governance

Policy Name:
Program Development Job Description
Position:

Program Development Board Member

Time Commitment:
Five-ten hours per month (meetings, preparation, consultation)

Term:


One year, appointed or elected annually at the Annual General Meeting
Responsible for all aspects of raising support from foundations, corporations, and government sources requiring proposals for both unrestricted operating revenue and restricted projects.

Essential Functions: 

· Work to produce sufficient number and quality of prospects; to produce extensive institutional donor profiles; target appropriate ask amounts; and prioritize and evaluate prospects for corporate, foundation, and government grants. 

· Develop and prioritize projects and proposals: Work with Board and volunteers to understand programs that need funding.
· Develop and foster relationships with institutional funders: find personal connections with Board and volunteers of donors that will ensure the attention of institutional funders. 

· Generate proposals for EDCI programs. 

· Write or supervise writing of all proposals, budgets, reports, and other ancillary materials. 

· Monitor and manage grants income goal. 

· Assist with other fundraising projects as requested.
· Oversee grant writing process.

Knowledge and Skills:
· Knowledge of fundraising information sources. 

· Experience with proposal writing and institutional donors. 

· Proven track record with institutional donors. 

· Knowledge of basic fundraising techniques and strategies. 

· Excellent communication skills both oral and written. 

· Excellent computer skills. 

· Knowledge and familiarity with research techniques for fundraising prospect research. 

· Experience with budget development and monitoring. 

· Experience in program development. 

· Knowledge of contracts and agreements preferred. 
Qualifications: 

· Proven track record on raising money from foundation and government sources. 

· Program development experience preferred. 

· Previous experience with non-profit fundraising. 
Policy Type:

Board Governance

Policy Name:

Social Media Job Description

Position:

Social Media Board Member

Time Commitment:
Five hours per month (meetings, preparation, consultation)

Term:


One year, appointed or elected annually at the Annual General Meeting

Primary Qualifications:

· Must have demonstrated and extensive social media experience which includes:

· Actively participating in a wide variety of social media activities such as blogging, community development and management, social bookmarking, commenting, etc. and is well connected with the broader social media world.

· Ability to think strategically but be willing and able to help implement and manage the programs.

Responsibilities

· Create a comprehensive social media strategy to define programs that use social media marketing techniques to increase visibility, membership and traffic for EDC I’s brand, and implement and manage social media programs.

· Experiment with new and alternative ways to leverage social media activities.

· Strategize with and educate the Board of Directors and volunteers on incorporating relevant social media techniques into EDCI’s culture and into all of EDCI’s services.

· Measure the impact of social media on EDCI’s overall marketing efforts.

Experience

· Social media tools and techniques

· Marketing (traditional, new media and “word of mouth”)

· Strategy

· Business development

· Technology

· Project Management

Attributes

· Creativity

· Willingness to experiment

· Doggedness and determination

· Ability to synthesize large amounts of data into actionable information

· Excellent writing skills

· Excellent verbal and communication skills

Policy Type:

Board Governance

Policy Name:
Administrative Assistant Volunteer Description
Position:

Administrative Assistant
Time Commitment:
Five to ten hours per month (meetings, preparation, consultation)

Term:


To be determined as needed

The Administrative Assistant’s role is to handle a wide range of administrative support related to Board tasks. This person must be well organized, flexible and enjoy the administrative challenges of supporting our nonprofit. 

Essential Functions: 
· Provide administrative support to ensure that EDCI operations are maintained in an effective, up-to-date and accurate manner.
· Assist with EDCI operations, policies and procedures manuals. 
· Act as the administrative contact for members of the committees, minute-taking and correspondence as requested. 
· Review and edit reports to the Board.

· Perform general administrative and other tasks as requested by the Board.
Knowledge and Skills:
· Knowledge of Microsoft Office with strong word processing, database, and typing skills.
· Excellent communication skills (both verbal and written).

· Team building skills.

· Attention to detail and high level of accuracy.

· Very effective organizational skills.

· Time management skills.
Qualifications: 
· Required to maintain strict confidentiality and professional/ethical standards. 

· Must have high standards which means the Administrative Assistant must continually strive to fine-tune and improve systems and processes supporting the Board President, Board members, Committee members, and to complete his/her own work to a high degree of quality.
· Excellent interpersonal skills and the ability to build and maintain effective working relationships with the Board. 
· Ability to work independently.
