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	Job title
	Resource Development Coordinator

	Reports to
	Resource Development Specialist

	Status
	Non-exempt, Full-time

	Positions Supervised
	Volunteers

	Rate of Pay
	$21-$23




AGENCY GUIDING PRINCIPLES

At Voices of Hope, all staff are expected to contribute to a collaborative, inclusive, and survivor-centered working environment.
· This includes a willingness to learn and grow, share and honor diverse lived experiences, and engage ethically and relationally with clients, coworkers, and the community.

· Staff should be open to feedback, committed to ongoing self-reflection, and able to navigate challenges in ways that align with our mission and values, and guiding principles.

· We ask team members to take ownership of their personal well-being, maintain healthy boundaries, and continuously examine their own biases to support equitable, responsive, and healing-centered practices.

· A hared investment in our organizational guiding principles is essential to our collective work toward creating a workplace free from violence
· Assisting in managing content of the Voices of Hope website and developing and overseeing all content used on social media and on the agency website

DUTIES AND RESPONSIBILITIES

Organizational Responsibilities
· Email letters and assistance with events
· Maintain a current donor database.
· Print letters, update Network for Good contacts, enter deposits into Network for Good
· Coordinate with Board of Directors, resource development committee and staff fundraising events and donor-related events
· Assist Resource Development Specialist in developing print marketing materials related to fundraising in collaboration with other staff and ensure consistent use of agency logo and brand
· Work with the Executive Director and the Board of Directors to create an annual resource development and communications plan
· Assist with news media requests and develop news releases, PSA’s, etc.as determined by Resource Development Specialist 
· Represent Voices of Hope at various community organizations and speak on behalf of Voices of Hope at fundraising events, churches, local organizations
· Coordinate with staff on internal and external resource development and communication strategies
· Must be motivated and able to work in a team environment with minimal supervision
· Additional duties as assigned 


Technology
· Proficiency with graphic design software such as Canva to create mailers, social media posts, and event flyers
· Ability to use Microsoft Office products, specifically Excel, Word, and Outlook
· Understanding of webpage management systems and various social media platforms 
· Familiarity with Network for Good or similar donor database

Agency Citizenship
· Attend staff, case review, and staff development meetings
· Engage in agency training and professional development training for compliance

QUALIFICATIONS
· Proficiency with graphic design software such as Canva to create mailers social media posts, and event flyers.
· Working with survivors of relationship violence and promoting social change. 
· Candidate must have education and/or significant work experience in resource development and communication fields.
· Excellent technological, written, interpersonal, and verbal communication skills are essential for this position. Those with lived experience and those who speak multiple languages are encouraged to apply.

WORKING CONDITIONS
[bookmark: _Hlk218080802][bookmark: _Hlk218079518]
Voices of Hope is committed to providing a safe and productive workplace for employees, and to develop awareness and appreciation of safe work practices.  Employees are expected to work in a safe manner and observe safe working procedures.  Employees shall report all unsafe conditions, inoperable equipment, or safety hazards to the supervisor.  All incidents, accidents and injuries shall be reported immediately to the supervisor and HR with appropriate paperwork completed within 24 hours. 

PHYSICAL REQUIREMENTS

Must be able to remain in a stationary position for 50% of the time. Constantly operates a computer and other office machinery, such as a calculator or printer.

[bookmark: _Hlk215062329]POSITIONS SUPPORTED

The Resource Development Coordinator supervises volunteers as assigned.

TO APPLY

· Submit a cover letter, resume, and three references to: Voices of Hope, 2545 N St., Lincoln, NE 68510. ATTN: Resource Development Coordinator Selection Committee/HR. 
· Or email application items to vohadmin@voicesofhopelincoln.org. 
· Applications will be reviewed from January 14th, 2026, through February 4th, 2026. Position will be opened until filled.

VETERAN’S PREFERENCE: Hiring for this position is governed by the Veterans Employment Opportunity Act of 1998 (“VEOA”), as made applicable by the Congressional Accountability Act of 1995 (“CAA”). Pursuant to the VEOA, qualified applicants with a service-connected disability or active-duty service in the Armed Forces during certain specified time periods or in certain designated military campaigns (“Veterans”) may be eligible to receive a preference over non-veterans in hiring decisions. Family members of veterans may also be eligible to receive veterans’ preference if the veteran cannot claim his or her veterans’ preference. Both internal and external candidates are entitled to the preference if they are eligible; when a vacancy is closed to external candidates (i.e., a closed vacancy announcement), the preference does not apply between internal candidates. To be eligible for veterans’ preference, applicants must meet all of the requirements set forth in the VEOA and applicable regulations. Those eligibility requirements are summarized in the Application for Veterans’ Preference, which is available at: https://www.senate.gov/employment/saa/about.htm

EQUAL OPPORTUNITY EMPLOYER: Voices of Hope is proud of our staff members and their passion for helping victims of domestic violence and sexual assault. We do not discriminate against any employee or applicant for employment because of race, color, sex, age, national origin, religion, sexual orientation, gender identity and/or expression, status as a veteran, disability, or any other federal, state, or local protected class.
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