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Camp High Hopes 
Fundraising & Marketing Assistant 

Job Description 
 
Job Title:  Fundraising & Marketing Assistant 
Incumbent: 
Classification: Non-Exempt, Part-time 
Required to live onsite at camp:  No 
Reports to:  CEO 
 
Qualifications:  

 High School Diploma.  Associates or Bachelor’s degree preferred. 
 Minimum 1-2 years’ experience in marketing and/or fundraising. 
 Minimum 1-2 years’ experience in event planning, donor prospecting, public speaking, press 

releases, and social media. 
 Exceptional human relations skills required and a high energy, positive, “can-do” attitude, 

teamwork, and attention to detail. 
 Excellent written/verbal communication and strong organizational skills. 
 Personal stability, maturity, optimism and sense of humor. 
 Minimum 1-2 years of experience and intermediate-level knowledge in utilizing Microsoft Office 

software including Excel, Word, Outlook, PowerPoint, and Publisher. 

Position Purpose: 
To further the mission of the camp through the completion of fundraising and marketing activities.   
 
Essential Job Functions: 
 
Fundraising 
1. Identify and research potential donors to be called on by management. 
2. Meet with community partners re: prospective community fundraising events. 
3. Plan and work the camp’s annual and community fundraising events. 

a. Attend fundraising events where funds are designated to CHH. 
b. Organizing and working at fundraising events (Rib sale and Haunted Lodge Party and events 

tbd) 
4. Draft campaign letters and develop campaign mailing lists.   
5. Provide tours to donors. 
6. Pick up cash and in-kind donations from donors upon request.  Coordinate with Management team 

to accept/decline offerings of in-kind donations. 
7. Prepare for and attend check presentations. 
8. Track progress of campaigns. 
9. Handle highly confidential matters/information concerning donors, staff and the corporation.  Act in 

a professional, supportive and caring manner to internal and external staff and campers. 
10. Maintain compliance with personnel policies and procedures and behave in a manner consistent 

with all corporate compliance policies and procedures. 
11. Complete special projects and perform other duties as assigned.   
 
Marketing/Public Relations 
1. Give presentations/programs to community civic groups and other organizations. 
2. Coordinate press conferences. 
3. Plan, set up and work exhibits and vendor fairs. 
4. Provide tours to civic groups and other organizations. 
5. Prepare for and attend marketing committee meetings. 
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6. Participate in live radio remotes. 
7. Manage website development provider. 
8. Implement marketing plan as directed: 

a. Promote job postings, seasonal camp registration, fundraisers and special events. 
b. Develop, create, and manage electronic and print newsletter. 
c. Draft and record PSA’s, radio ads, and coordinate production of TV ad. 
d. Write and distribute press releases. 
e. Update social media applications (facebook/twitter/website) 
f. Develop and revise brochures 

9. Maintain camp photo album of newspaper articles and photos from special events. 
 

Other Job Duties: 
 Other duties as assigned. 

Relationships: 
Reports to CEO.  Works closely with the Office Manager, Camp Director, and Assistant Camp Director. 

Equipment and Structures Used: 
Equipment and structures used, but not limited to, includes: computer, calculator, telephone, copier, 
printer, and general office equipment. 
 
Knowledge, Skills, and Abilities: 

 Ability to work in an office environment. 
 Ability to interact with members of the community, donors, board members, volunteers, staff, 

and customers. 
 Ability to work extra hours, as needed to prepare for special events.  
 Ability to be creative, innovative and responsive. 
 Ability to develop and maintain good working relationships with diverse groups of people. 

Physical Aspects of the Position: 
 Ability to communicate and work with staff and customers. 
 Physical requirements of a Fundraising/Marketing Assistant include sitting, standing, some 

bending, and reaching.  Requires eye-hand coordination and manual dexterity to manipulate 
office equipment.  Requires normal range of hearing and eyesight to record, prepare, and 
communicate information to staff/customers.  Requires the ability to lift up to 50lbs.   
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