
 

 

Job Description   
Position:  Assistant Director 

Reports to:  Executive Director  
Starting hours:  22/wk., typically Mon. – Thurs. 

Hours projected to increase after familiarization complete. 
 

www.thrivepeninsula.org  
 

   
  

THRIVE Peninsula is a non-profit, faith-based organization that serves those in need of assistance with 
food, shelter and financial support in the lower Virginia Peninsula.  We are seeking a motivated leader and 

manager passionate about supporting this ministry and moving it forward. 
For more information about THRIVE and its purpose, see our website at www.thrivepeninsula.org. 

 
SUMMARY: 

As a key leadership team member, assists the Executive Director in day-to-day activities and all operation initiatives, 
including strategic planning and staff and volunteer management. Responsible for maintaining, executing and further 
developing the marketing, communications and fundraising practices/strategies to promote the organization’s visibility, 
impact and mission. Develops and executes plans to augment existing and potential financial and volunteer resources.  
Incumbent must possess a sound foundation in household budgeting principles and practices. He/she must also be 
able to quickly develop a working knowledge of THRIVE’s client services, available external partnerships & community 
resources.  A highly effective incumbent in this position has strong potential for advancement to the position of 
Executive Director. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Identifies, qualifies, cultivates, solicits and stewards prospective donors, with special emphasis on major and 
annual gifts and new Covenant Partners (e.g., faith communities, civic organizations, businesses and THRIVE 
staff, board members and volunteers).  This is accomplished via direct personal appointments, presentations, 
verbal and written communications and other relationship-building measures. 

 Researches and writes applicable grant proposals, follow up grant reports and their renewal applications 

 Helps ensure cohesion among all components of THRIVE’s branding and communication strategies 

 Plans, coordinates, and participates in community and special events, media opportunities, and public 
relations/marketing of organization’s programs and services 

 Plans/executes the production (concept, edit, design and delivery) of the marketing and messaging collateral (e.g., 
media-related and special event promotional materials, direct marketing solicitations, appeal letters, newsletters, 
brochures, press releases and client and team member testimonies) 

 Maintains the supply and inventory of hard-copy marketing materials (e.g., brochures, fact cards, newsletters, 
DVDs, etc.) 

 Manages THRIVE’s electronic communications (e.g., organizational email network; LinkedIn; social media, 
including website blog, Facebook, Twitter, etc.) 

 Recruits volunteers to advance the Resource Development and other strategic departments; supports delivery of 
familiarization/orientation tours and staff/volunteer training  

 Works directly with Database Management Team to provide input for database designs (e.g., data elements, 
reports, forms, etc.).  Performs resource development and recruitment data entry. 

 Occasional work outside normal office hours required; e.g., early morning, evening and/or weekend hours 

 Local travel required:  estimated 8 – 10 hours per week to meet with ministry partners and clients.  Use of own 
vehicle required. 
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POSITION REQUIREMENTS:   
 Education and Experience: 

 Bachelor's degree preferred in business, marketing/public relations, communications, or related field. 
Applicants with other degrees may be considered if accompanied by 3 – 5 years applicable field 
experience. 

 Three years’ experience in donor and marketing concepts development 

 Experience with non-profit and/or philanthropic organizations a plus 
 

 Other Required Knowledge, Skills & Abilities:   

 Highly motivated, seasoned fundraiser with solid leadership, management and relationship-building skills, 
possessing a passion for ministry/mission-related work 

 Excellent English communication skills (both verbal and written), including strong public speaking and 
interpersonal skills 

 Able to effectively communicate THRIVE’s story, impacts, and value to cultivate financial and volunteer 
support 

 Fully supportive of the THRIVE mission and values, policies and procedures 

 Personable, courteous, and energetic demeanor, exhibiting professionalism and integrity at all times  

 Able to exercise discretion when working with highly sensitive/confidential client and donor information  

 Possesses basic problem solving, research and analytical skills; able to identify and carry out continuous 
organizational improvement   

 Organized, detail-oriented, flexible, creative and self-directed 

 Able to handle multiple tasks/projects simultaneously and work effectively and efficiently, both 
independently and as part of a team 

 Familiar with fundamental office skills and competent with typical office equipment 

 Computer literate and familiar with database usage; competent in all Microsoft Office applications 

 Familiar with basic website maintenance and applications, e.g., WordPress, Adobe Photoshop, Adobe 
InDesign, and fundamental HTML usage 

 Fully competent with Desktop Publishing concepts (design, layout, production) and tools, e.g., MS 
Publisher, Adobe Acrobat, high-resolution printers 

 Able to provide proof of valid driving license, current auto insurance and clean driving record for the past 
five (5) years 

 Able to pass a basic background check 

 Ability to lift, with or without accommodation, at least 25 pounds, and provide other light labor such as 
loading boxes of food, shoes or office supplies 

 
POSITION AVAILABILITY:  Immediate.  Applications accepted until position is filled. 
 
APPLICATION: Cover letter, resume and three references required.  Please include wage requirement.  No phone 
calls or faxes.  Submit application by email to: jobs@thrivepeninsula.org.  


