
 
 

          Job Description 

 

 

 

 
Overview of Position 

 
The Women’s Rights and Empowerment Network (WREN), a nonprofit, 
nonpartisan organization that is building a movement to advance the health, 
economic well-being, and rights of women, girls, and their families in South 
Carolina, seeks a Communications and Development Associate to help us reach 
and engage our supporters, members, and partners.  
 
WREN’s Communications and Development Associate will support the 
communications and development teams by publishing and helping develop 
original digital content, engaging our donors, improving internal systems, and 
providing communications support.  They aim to improve communications with 
the WREN network. They will initiate and nurture partnerships, recruit new 
members to participate in our network, cultivate donors, and implement special 
projects.  
 
This will be a full-time position based in Columbia, SC. The Communications and 
Development Associate will report to the Director of Development. 
 
Position Responsibilities 

 Manage database; maintain data integrity, input donations, build and run 

queries and reports. 

 Assist in creating and scheduling new and exciting online engagement 

strategies and campaigns (both general communications and fundraising) 

including content for the website and social media platforms. 

 Research foundations, corporate grant opportunities and individual 

donors. 

Job Title Communications and Development Associate 

Supervisor Director of Development 



 

 

 

 

 
 

 Assist in event planning and execution, for example maintaining guest 

lists, gathering and preparing registration materials, and other duties as 

assigned for events. 

 Develop graphic design and images in support of issue education and 

fundraising campaigns. 

 Assist with media relations.  

 Assist with donor segmentation reports, set up and run email campaigns, 

data analysis, surveys, mass postal and emailing campaigns as well as 

printing and marketing requirements related to all campaigns. 

 Assist staff in analyzing reports on email, social media, and website 

analytics to highlight trends and monitor progress. 

 Assist with a variety of general administrative tasks including preparations 

of donation acknowledgement letters, thank you letters, mailings, 

invitations, newsletters, annual reports, sign boards and other 

correspondence. 

 
 
Qualifications 
 
WREN seeks an experienced, entrepreneurial and motivated person with a 

commitment to empowering women and girls in South Carolina. Qualified 

candidates should be able to demonstrate: 

 At least 3 years of experience in communications and/or fundraising with 

track record of building engagement and support over time 

 Excellent written and verbal communication skills. 

 Experience is required with print and online communications, new media, 

and editing. 

 Working knowledge of Photoshop and Canva preferred. 

 Understanding of branding principles and how to effectively leverage 

visuals through social media. 

 Experience dealing with public relations or brand development. 

 Efficient in multitasking and delivering consistent work in a fast-paced 

environment. 

 Knowledge of fundraising concepts and techniques, as well as current 

trends in charitable giving 

 Proven ability to work independently and as part of a team, under 

deadlines, without close supervision; self-direction in the initiation, 

coordination and completion of tasks, acute attention to detail is essential 

 Diplomacy, flexibility, creativity, and sense of humor essential. 

 



 

 

 

 

 
 

The starting salary range for this position is $40,000 - $55,000, depending on 
experience. WREN offers a competitive benefits package, including medical, 
dental, paid time off and holidays, contribution to retirement plan, and support 
for professional development.  
 
How to Apply 
WREN is an Equal Opportunity Employer and encourages individuals from all 
backgrounds to apply for this position. WREN does not discriminate on the basis 
of race, color, national origin, ethnic background, religion, gender identity, sexual 
orientation, age, or ability. 
 
Deadline to apply is October 4th, 2019. Please email cover letter, resume, and 
three references to jobs@scwren.org with “ Communications and Development 
Associate” in the subject line. Only qualified applicants will be contacted for an 
interview; NO PHONE CALLS, PLEASE. 
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