
POSITION ANNOUNCEMENT

Project Specialist
About the Organization
The Virginia Coalition to End Homelessness (VCEH) is the statewide nonprofit organization dedicated to preventing and ending homelessness in the Commonwealth of Virginia through capacity building, community collaboration, education, and advocacy. Our work is predicated on the knowledge that there are solutions to homelessness. Our priorities include increasing investment in housing focused solutions including permanent supportive housing and rapid re-housing, and building the capacity of Virginia’s services system to prevent and end homelessness permanently.

Position Description
VCEH is seeking to fill the position of Project Specialist to coordinate outreach to partners, communications and meetings and provide program support for the initiatives of the organization. 

The Project Specialist reports to the Executive Director.
VCEH seeks a professional with strong skills in project management and proven ability to juggle tasks and work well with[image: image1.png]n Virginia Coalition to End Homelessness



in a team environment.  The Project Specialist will have the following responsibilities:

Responsibilities
· Implement a membership recruitment strategy.
· Distribute annual membership renewal notices.
· Create and send new membership requests.
· Track membership received and date of renewals.
· Implement membership recruitment and engagement strategies to include planning meetings, events and activities designed to engage current and new members.
· Implement a communications strategy using the e-newsletter and the website to communicate VCEH’s vision and impact on homelessness.
· Draft, edit, and finalize monthly e-newsletter and other electronic communications.
· Maintain distribution list for monthly e-newsletter and other electronic communications.
· Manage production calendar for e-newsletter (collect feature items, compose and edit content, determine priority & placement of items, collect accompanying photos, communicate with program manager, circulate drafts, etc). 
· Draft, edit, and finalize action alerts to the field as needed.
· Update website (article/blog design) with current news on federal, state, and local programs and policies related to homelessness and VCEH’s work. 
· Maintain website sections of Upcoming Events, Community Updates, Publications, and Where We’ve Been sections. 
· Conduct outreach and follow up with partners, members, the media, and funders to engage them in the organization’s work.
· Assist with resource development activities including writing and editing grant applications, and researching funding prospects.
· Provide logistical support for events and meetings.
· Assist with media outreach.
· Compose, edit, and finalize press releases.
· Represent VCEH at public events.
· Perform other related duties or special projects as assigned by the Executive Director.
· Travel throughout Virginia as required.
Qualifications
· Bachelor’s degree.
· Previous project management experience with demonstrated organizational skills and ability to manage project deadlines.  
· Attention to detail.
· Ability to take initiative to implement programs and projects.

· Strong interpersonal and written and verbal communication skills.
· Excellent computer skills.
The selected candidate will be located in Richmond, VA.

Compensation
Commensurate with experience

To Apply
Candidates should submit a cover letter and resume describing their interest in the position to: vceh@vceh.org  Applications without both a cover letter and resume will not be considered.


