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Organizational Background 
Founded in 1976, Abby’s House was one of the first shelters specifically for homeless women in the US. Our 

mission is “to provide shelter and affordable housing, as well as advocacy and support services, to homeless, 

battered and low-income women, with or without children.” Abby’s House currently has 79 units of affordable 

housing and nine overnight shelter beds that are supported by advocacy services. Please visit our website at 

www.abbyshouse.org to learn more.  

  

Position Overview 

The Development and Communications Specialist has a significant impact on expanding public awareness of 

the mission of Abby’s House and the impact made in the lives of homeless and low-income women and 

children with diverse backgrounds and experiences. The Development and Communications Specialist should 

possess an entrepreneur’s mindset, coupled with skills in areas of traditional fundraising, including corporate 

sponsorships, events, individual giving, and annual fund. The Development and Communications Specialist will 

create and execute, in consultation with Abby’s House leadership, a fundraising-focused communications 

strategy that ensures organizational and philanthropic goals are successfully achieved. This position is 

responsible for every aspect of Abby’s House communications, marketing, and public relations efforts, 

including relaying the impact our community has in the lives of those we serve and engaging both new and 

existing donors through virtual and in-person group presentations, printed materials, social media, agency 

website, and the media. This is a highly collaborative position and requires the ability to work effectively with a 

multi-racial, multi-cultural community of staff, donors, Board members, volunteers, partners, residents and 

shelter guests. The Development and Communications Specialist is a key and active member of the 

Development Team and will collaborate regularly with the Director of Development in a collaborative and 

team-based approach. 

Essential Responsibilities: 

• Public Relations & Donor Cultivation – Print, Radio, TV, Online Media 

o Develop media strategy to promote the organization to diverse audiences 

o Identify media outlets and build and maintain media relationships 

o Manage external media requests 

o Manage group speaking requests and develop presentation materials 

o Train and support volunteer ambassadors 

o Deliver individual and/or group presentations 

o Represent Abby’s House in strategic networking events  

• Marketing & Donor Stewardship – Print and Electronic Materials and Social Media 

o Develop, document, and execute overall communications strategy, focusing on agency annual 

priorities 

o Maintain the Communications Manual and the communications production schedule annually 

o Produce and coordinate the content and design of printed newsletters (3x per year) 

o Coordinate the design and development of the Annual Report 
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o Develop regular electronic communications using various platforms, including social media 

content and emails to expand visibility and engage new and existing donors  

o Maintain website, including creation of engaging and informative content 

o Working with the Advocacy Team, develop women’s stories to be used in multiple 

development and communication strategies 

o Take, collect, and store photos for easy access 

o Analyze and evaluate the effectiveness of solicitation pieces and other communications to 

meet annual goals  

• Direct Fundraising & Special Events 

o Develop and implement effective fundraising appeals (both written and online) that will lead 

to new, sustained and upgraded giving  

o Coordinate and manage publicity for special events, both pre and post event 

o Create and design invitations, logos, flyers, programs, signage, and handouts to support a 

variety of purposes and audiences 

o Identify, screen, and negotiate with vendors of various communication-related services 

o Support grant applications to foundations and corporations, as requested 

 

Qualifications 

Candidates must possess the following qualifications: a bachelor’s degree; a minimum of 2-4 years of relevant 

experience developing inclusive communications for diverse audiences; excellent ability to communicate 

verbally and in writing; experience with Mailchimp or equivalent email management system; website 

management and graphic design experience in InDesign and experience working with WordPress, Drupal, 

Joomla, or similar website content management system preferred; strong knowledge of social media platforms 

(including Facebook, Instagram, or Twitter) for fundraising purposes required; ability to work in a collaborative 

manner and demonstrate appreciation for the contributions of others; strong ability to receive and share 

regular feedback; exceptional time management and project management skills and ability to meet deadlines; 

strong skills with Microsoft Office products; ability to work evenings and weekends as needed.  

Salary and Benefits 

This position is a full-time 35-hour per week position. Abby’s House offers a competitive salary and work-life 

flexibility and balance, including 4 weeks of vacation, 40 hours of sick time, 11 holidays.  Abby’s House 

contributes 70% toward a premium for a family or individual insurance plan through Abby’s House and offers 

low-cost vision and dental insurance, and employer-paid life, long-term and short-term disability insurance.   

 

Abby’s House is an equal opportunity employer and embraces diversity at all levels of the organization.  

In keeping with our values, Abby’s House is committed to Diversity, Equity, Inclusion, and Anti-Racism in all the 

organization’s activities, programs, practices, and services. We also are a Trauma Informed organization, and 

we encourage applicants who have ample capacity for reflective thinking and learning and with lived 

experience who are well-grounded in their own recovery.  

 

Application Instructions. 

If you are interested in applying for this position, send a resume and cover letter to 

applications@abbyshouse.org. Put “Development and Communications Specialist” in the subject line. In your 

cover letter, explain your interest in working for the mission of Abby’s House and prior experience that best 

highlights your qualifications. Applications will be reviewed on June 15 and on a rolling basis thereafter. We 

will accept applications until the position is filled. We are seeking to fill the position immediately.  
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