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JOB DESCRIPTION – COORDINATOR/SPECIALIST LEVEL 

Communications & Development Specialist 

SUMMARY The Communications & Development Specialist is responsible for assisting in the development 
and implementation of ACCT Philly’s communication’s and fundraising strategies with community stakeholders 
such as Philadelphia residents (clients), supporters, donors, and the media. Primary responsibilities include 
writing, photography, design and creative thinking as well as positive, outgoing and friendly interpersonal 
communications and hands-on work with people and animals.   

PRINCIPAL DUTIES  

 Work under the guidance of the Executive Director and in conjunction with ACCT Philly department 
directors to create, manage and/or distribute external communications via social media, email, direct mail, 
online, media releases and other avenues. 

 Participate in implementing strategic initiatives to increase non-contract revenue including opportunities 
such as retail, fundraising and fee for service promotion.  

 Engage with and develop local and regional business relationships, of all sizes, for lifesaving and 
fundraising campaigns and ongoing support. 

 Identify and assist in acting on opportunities for positive public exposure, fundraising and awareness of 
ACCT Philly programs. 

 Create or manage the creation of regular content for all ACCT Philly communications including written, 
graphic, photo and video.  

 Assist in developing and maintaining regular communications to city departments including City Council. 

 Manage donor thank you communications and donor recognition.  

 Participate in special events, organizing, supporting and assisting department directors as needed and 
implementing, managing or assisting with non-contract revenue projects during these opportunities. 

 Conduct donor and supporter visits, tabling or presentations both on and off-site, developing branded 
display and other materials to enhance ACCT Philly’s image and brand within the community.  

 Assist with writing projects as needed including grant proposals, blog posts or other projects. 

 The intent of this job description is to provide a representative and level of the types of duties and 
responsibilities that will be required of positions given this title and shall not be construed as a declaration 
of the total of the specific duties and responsibilities of any particular position. Employees may be directed 
to perform job-related tasks other than those specifically presented in this description. 

 
EDUCATIONAL REQUIREMENTS 
Bachelor’s degree or equivalent desired; two (2) years or more of related work experience preferred. 
 
EXPERIENCE, ABILITIES AND QUALITIES REQUIRED  

 Strong interpersonal, organizational and problem solving skills. 

 Ability to accommodate varied work assignments and schedules; ability to manage, prioritize and 
accomplish multiple tasks in a fast paced environment with minimal supervision. 

 Comfort and ability to work safely and humanely in an environment with animals of unknown disposition 
and those who may exhibit medical and other problems, as well as aggressive tendencies. 

 Ability to communicate (written and verbal) skillfully and effectively with a culturally diverse staff, volunteers 
and community in a professional, non-judgmental, respectful, courteous and pleasant manner at all times.  

 Maturity, good judgment and professional personal appearance. 
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 Ability to lift and move objects and animals weighing up to fifty (50) pounds for short distances. 

IMMEDIATE SUPERVISOR Executive Director 

HOURS Full-time positions average a minimum of eight (8) hours per day, forty (40) hours per week. Daily 
hours and days of the week may vary according to the needs of the department. Staff schedules include 
weekends, night, and holiday work.   

INTRODUCTORY ASSESSMENT PERIOD The introductory assessment period runs from the date of hire for 
three months thereafter. For employment in any position with ACCT Philly, this introductory assessment period 
is the period during which the specifics of the job are learned.  

EMPLOYMENT It is the policy of ACCT Philly that all positions are governed by the needs of the agency, 
which means that employment is “at will” and for no specified term. Either ACCT Philly or the employee, may 
terminate employment at any time.  


