CLOVIS UNIFIED SCHOOL DISTRICT

Position: Resource Development Specialist lI-Foundation and Marketing
Salary Grade: 34

Salary Schedule: Classified

Department: Communications

Reports to/Evaluated by: Chief Communication Officer

FLSA: Exempt

SUMMARY

Under the direction of the Chief Communications Officer, the Resource Development Specialist I
identifies opportunities for, cultivates, and solicits resources to support marketing and fee-based
programs such as the Foundation for Clovis Schools and CUSD Today. This role assists district and
school sites in areas related to resource development and may provide guidance in preparing grant
applications and monitoring funding and marketing expenditures.

DISTINGUISHING CAREER FEATURES

The Resource Development Specialist Il is the second in a two-level class series, providing para-
professional and professional-level support to administrators responsible for marketing,
communications, fundraising, events, and external communications. Advancement potential exists from
Resource Development Specialist | based on the district's needs, compliance with the position's
qualifications, and demonstrated ability to seek external funding sources beyond general revolving
opportunities.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Incumbents assigned to this position will perform some or all of the following in a communications
and/or marketing and donor relations capacity:

¢ Identify and contact organizations and businesses as potential advertisers in district-sponsored
publications.

e Research business demographics and develop approaches for advertising sales and other
marketing or fundraising activities.

e Assistinwriting, editing, and producing marketing materials, including brochures, flyers, and
advertisements.

e Coordinate the design, layout, and production of publications, displays, and other promotional
materials.

e Coordinate and participate in marketing events and activities.
¢ Develop and maintain databases of donors, sponsors, and other funding sources.

e Prepare and present reports on fundraising and marketing activities.



e Assistin developing and implementing marketing plans and strategies.
e Assistinthe planning and implementation of fundraising events.
e Prepare and process invoices and payments.
o Maintain accurate records and files.
e Perform otherrelated duties as assigned.
QUALIFICATIONS

e Knowledge of: Principles and practices of marketing, fundraising, and public relations. Effective
oral and written communication skills. Modern office practices and procedures. Basic accounting
and bookkeeping principles. Desktop publishing software and other computer applications.

e Abilities: Identify and cultivate relationships with potential donors and sponsors. Develop and
implement marketing plans and strategies. Prepare marketing and fundraising materials.
Coordinate marketing and fundraising events. Maintain accurate records and files. Communicate
effectively, both orally and in writing. Work independently and as part of ateam. Prepare
professional materials and editing text suitable for communications. Compose written copy from
instructions, concepts, or hand copy, converting them into formats suitable for external
distribution. Work cooperatively with diverse populations and establish effective working
relationships with stakeholders.

Certifications, Licenses, and Special Requirements:
Avalid Class "C" California Driver's License is required at the time of appointment.
Education and Experience:

e Education:

o Abachelor’s degree from an accredited college or university, with a major in English,
journalism, marketing communications, or a related field.

e Experience:

o Two years of experience in public relations, marketing, or communications with an agency,
company, or organization; OR one year of experience as a Resource Development
Specialist | with the Clovis Unified School District.

Working Conditions:
e Work Environment:

o Workis primarily performed indoors in an office environment but requires travel outside the
office.

e Physical Demands:



Mostly sedentary work but requires the ability to sit for extended periods and stand or walk
to remote locations intermittently.

Ability to lift and carry lightweight materials (under 20 pounds) occasionally.
Hand-arm-eye coordination to operate a personal computer keyboard efficiently.

Sufficient visual acuity to read materials and auditory capability to project a voice to large
audiences, hear conversations, and communicate effectively by phone and in person.

Hazards:

o

None.



