
 

 

I Know I Can 

Development and Communications Coordinator  

(Part time Contractor Role)  

 

I Know I Can is a non-profit college access organization established in 1988 whose mission is to inspire, enable 

and support central Ohio students as they pursue and complete a college education. IKIC achieves its mission by 

providing the materials, financial support, mentoring, and counseling services needed to help central Ohio 

students overcome barriers and achieve their college dreams.  For more information, visit www.iknowican.org.  

 

Position Summary: 

The Development and Communications Coordinator supports the daily operations of the I Know I Can (IKIC) 

Development and Communications Team.  This role will assist with the ongoing fundraising efforts for IKIC and 

execute details of the organization’s communication plan.  These activities will include gift acknowledgement, 

coordinating mailings, supporting events, executing social media posts, working with outside vendors, project 

management and other activities that support the strategic vision of the development and communications team. 

They will take a lead role in helping with the planning and execution of I Know I Can’s annual Founders’ 

Scholarship Celebration event.  

 

This role will also provide task-based support for Columbus Promise initiatives including: social media, 

marketing, events and program administration. The Columbus Promise is a free college tuition initiative in 

partnerships with Columbus City Schools, Columbus State Community College, and the City of Columbus.     

 

Position Reports To: 

Director of Development and Public Relations 

 

Duties and Responsibilities:  

- Works with the development and communications team to build the content and create newsletters to 

engage key constituent groups including: community members, corporate partners, alumni and donors  

- Supports the gift acknowledgement efforts by sending thank you letters, gift receipts, pledge reminders 

and other stewardship related activities  

- Assists with data entry into the donor database  

- Creates, edits and posts social media content for the organization  

- Assists with website updates and edits  

- Works with the marketing and communications manager on collateral needs including one pagers, fliers, 

folders and custom pieces  

- Manages the inventory for giveaways and work with the assistant director of development on customized 

stewardship efforts   

- Supports key events including the annual Founders’ celebration; serves as a point of contact for outside 

vendors for event related needs, coordinate event logistics, registration process and show flow  

- Provides support for activities related to the I Know I Can children’s book  

- Serves as a general project manager for the development and communications team, includes taking notes 

at team meetings, tracking to dos in project management software and general administrative tasks  

 

http://www.iknowican.org/


Qualifications: 

- Bachelor’s degree, preferably in business/marketing, communications, public relations, journalism or 

public policy 

- Previous work experience in development, fundraising, marketing, communications or at a non-profit   

- Exceptional writing and editing skills 

- Excellent oral and interpersonal communication skills 

- Proficiency with Microsoft Office products  

- Must be knowledgeable of social media platforms with an emphasis on Instagram and Twitter  

- Resourceful and creative with attention to detail and ability to meet deadlines  

- Ability to effectively use social networking tools 

- Strong organizational, project management and time management skills  

- Self-motivated with the ability to work independently as well as in a team 

- Ability to multi-task, prioritize, meet deadlines and work in a fast-paced environment 

- Experience managing timelines and budgets to maximize efficiency and resources to achieve goals 

- Graphic design and photo editing ability is a plus  

- Previous experience working with a (fundraising) database or customer relations management (CRM) 

system is preferred 

Compensation: 

This is a part time (15-25 hours/week) and contract position. Contract will run April – August. No benefits 

will be offered for this position. 

 

Interested candidates should send cover letter and resume to: 
Kim Hayes, Director of Finance and Operations 

employment@iknowican.org 

1108 City Park Ave. St. 301, Columbus, OH 43206 

p: 614-233-9510 

f: 614-233-9512 
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