Events and External Communications Manager
About Friends of the Children-Boston

Organization:
At Friends of the Children-Boston (Friends-Boston), we do not shy away from actively seeking out and
serving the highest risk kids facing extreme barriers to success. To achieve our mission, we identify
children facing the hardest challenges, and relentlessly dedicate our resources to them for their entire
childhood—from kindergarten through high school graduation no matter what. We call the high-risk
children we serve “Achievers” to demonstrate our belief in their potential to succeed, just as we call our
professional mentors "Friends" because they are forming meaningful relationships with our youth. FriendsBoston’s long-term goal is that Achievers will graduate from high school and succeed in college.
www.friendsboston.org

Job Description

Position Summary:
The Events and External Communications Manager is an essential member of the team, helping to advance
the mission of Friends-Boston by supporting the work of the Development Department. This person reports
to the Director of Development and is responsible for ensuring high quality communications and execution
of events that engage the public, donors, and potential volunteers in the mission of Friends-Boston. The
Events and External Communications Manager works collaboratively with the Director of Development,
Executive Director and all other members of the development and program teams to manage and
implement external communications and development events.
Friends-Boston must build and deepen relationships with key stakeholders and influencers in government,
private sector, philanthropy, local communities and peer organizations. S/he will play an instrumental
role in helping put in place the Brand Awareness component of our new Strategic Plan and launching the
communications strategy and efforts of the organization.
The Events and External Communications Manager must have excellent verbal and written
communications skills and a deep understanding of donor and constituent-centered communications. The
Events and External Communications Manager must also be able to balance multiple projects and meet
deadlines while maintaining a can do attitude. The Events and External Communications Manager must
be able to work independently as well as be a team player willing to help wherever is needed.

Required Skills

Events (estimated at 40% of time):
• Conceptualize, plan and execute an annual event strategy designed to diversify Friends-Boston’s
revenue streams by attracting new sources of support, cultivating new supporters, stewarding and
renewing existing donors and increasing visibility for the agency’s mission.
•

Successfully oversee and execute all Friends-Boston events from inception to completion including
but not limited to Annual Friend Raiser, House Parties, Rodman Ride for Kids, Corporate
Leadership Council events, cultivation, recognition and stewardship events, and other existing and
new development events.

•

Work with the Director of Development to set revenue goals, solicitation strategies, timelines and
post event evaluation and analysis. Ensures all goals, strategies, timelines and analysis are met,
adhered to and completed.

•

Develop systems, protocols and best practices to ensure all Friends-Boston events are consistently
exceptional, high-caliber occasions that showcase our positive impact on Achievers.

•

Work with the Director of Development and other leaders to identify, develop and implement new
opportunities for Friends-Boston’s events portfolio.

•

Work with the Development Team to create a full suite of event sponsorship benefits designed to
maximize revenue generation and align with the goals of the funding community.

•

Work with the Director of Development to create mission-focused event programs that foster a
clear understanding of Friends-Boston’s impact as a leading professional mentoring based, youth
development agency in greater Boston.

•

Work with Friends-Boston’s leadership to identify and recruit event chair people and committee
members tasked with revenue generation and word-of-mouth promotion.

•

Provide leadership, oversight, and follow up for all event committee activities and ensure
committee members have the resources necessary to be successful Friends-Boston solicitors.

•

Work with organization staff to create buy-in and opportunities for staff to contribute their talents
and skills to support events and encourage success of events.

•

Ensure timely data entry, financial transactions, gift acknowledgements and financial reporting.

•

Provide leadership while overseeing all aspects of guest experience, event production, logistics,
speaking programs, printed and digital materials.

•

Develop and manage all event expense budgets, stay within budget, and strive for a 35% cost to
raise ratio.

•

Manage all key vendor and consultant relationships.

•

Support Program and Operations event activities as necessary.

Communications (estimated at 30% of time):
• Work collaboratively to create content and design for Friends-Boston’s monthly e-newsletter,
quarterly newsletter, and donor recognition packages.
•

Maintain an active social media presence on Facebook, Twitter, Instagram, and LinkedIn.

•

Create and update all marketing materials ensuring consistent Friends-Boston branding and
messaging.

•

Help create and manage Friends-Boston’s photo and video library, incorporating it into
communications strategy.

•

Coordinate with outside resources including but not limited to graphic designers, Friends National
Office, printers, etc.

•

Create and use photo library of images that help tell each Achiever’s story.

•

Ability to use constituent centric and donor focused language in communications.

PR and Media Relations (estimated at 30% of time):
• Devise a PR & Media strategy to increase name recognition with key influencers within
communities of donors, government officials, non-profit leaders, and business champions.
•

Identify main client groups and audiences and determine the best way to communicate publicity
information to them.

•

Work with key staff to increase our involvement in public discussions and strategic movement in
the arenas of proven risks youth, mentoring, education, criminal justice, social work, and trauma
informed practices.

•

Write interesting and effective press releases, prepare information for media kits, and develop and
maintain the Friends-Boston website as needed in order to keep content current and engaging.

•

Work with Friends-National and other chapters to promote Friends of the Children and its impact
both locally and nationally.

•

Develop and maintain Friends-Boston’s image and identity, which includes the use of logos and
signage as well as complying with the Friend of the Children Brand standard.

Required Experience

Position Requirements (Education, Experience, Knowledge, Skills, Abilities, Work Demands):
• Bachelor’s Degree required
•

Minimum of three years’ full-time experience in Development, communications, public relations,
marketing and/or event management.

•

Self-motivated and resourceful with superior organizational and time management skills.

•

Excellent interpersonal skills and ability to work collaboratively with other development and
finance team members, senior management and Friends-Boston’s Board volunteers/members.

•

Must be a team player with the ability to work independently.

•

Attention to detail and ability to manage multiple projects is critical.

•

Ability to problem solve on the spot and respond with tact, diplomacy and poise.

•

Ability to represent Friends-Boston at fundraising events and meetings and to work well with a
broad range of constituencies.

•

Proven experience working with and managing vendors.

•

Solid writing and verbal communication skills.

•

Ability to maintain high level of donor confidentiality.

•

Willingness to work occasional evenings and weekends as event and project deadlines dictate.

•

Able to travel to meetings and events as needed.

•

Valid driver’s license required but car not required.

•

Must be willing to join a quick-paced energetic Development team, and work with a group of
talented, committed volunteers.

•

Strong computer skills required. Knowledge of Microsoft Office, Greater Giving, and InDesign or
comparable software strongly preferred.

How to Apply

Application Information:
Friends of the Children-Boston offers a collaborative team of colleagues who are passionate about the
mission and a flexible work environment. Salary commensurate with experience.
To apply, candidates should review the Friends-Boston website and submit a resume, sample portfolio, and
thoughtful cover letter explaining why you would like to be considered for this position
to stacy@friendsboston.org.
Stacy DellOrfano
Friends of the Children-Boston
184 Dudley Street, Suite 100
Roxbury, MA 02130
Friends of the Children-Boston is an Equal Opportunity Employer. www.friendsbsoton.org

