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Organization Summary
Lake Agassiz Habitat for Humanity (LAHFH) is a non-profit 501(c)(3) organization focused on housing for families in Cass County, ND and Clay County, MN. LAHFH builds houses and selects partner families for the houses, who will then buy the home from LAHFH based on an affordable mortgage that is based on their income. With our help and the help of volunteers, Habitat homeowners achieve the strength, stability, and independence they need to build a better life for themselves and their families.

Position Summary
The Community Engagement Program Manager is a leader responsible for designing, implementing, and overseeing community engagement, volunteer operations, marketing initiatives, and donor prospecting activities to advance the mission of Lake Agassiz Habitat for Humanity (LAHFH). This position manages cross-functional projects, coordinates community-facing programs, and ensures that engagement strategies align with organizational goals. This position supports the work of the Resource Development and Marketing Manager by leading the internal needs of the development department. The Community Engagement Program Manager reports to the Resource Development & Marketing Manager.

Key Responsibilities
VOLUNTEER PROGRAM LEADERSHIP (30%)  
· Lead the strategic direction, development, and execution of the organization’s volunteer programs across the Affiliate and ReStore.
· Oversee the full volunteer lifecycle, including recruitment, onboarding, training, orientation, scheduling, engagement, and recognition.
· Develop scalable systems and processes to support efficient volunteer coordination, data management, and workflow optimization.
· Identify and cultivate high-capacity volunteers and volunteer groups with potential for ongoing commitments, leadership roles, or sponsorship opportunities.
· Facilitate Volunteer Committee operations, including meeting planning, agenda creation, leadership development, and alignment with Habitat for Humanity International standards.
· Manage the volunteer online scheduling platform and maintain accurate program records.
· Collaborate with Construction and ReStore Managers to forecast staffing needs, assign volunteer groups, and ensure successful on-site experiences.
· Serve as the primary public-facing representative of LAHFH for volunteer engagement, actively fostering new partnerships and community relationships.
· Develop monthly volunteer reports, analyze performance data, and support strategies that encourage volunteer-to-donor conversion.



GRANT FACILITATION, PROSPECT DEVELOPMENT & DONOR DATA MANAGEMENT (20%)
· Facilitate direct mail and donor outreach campaigns, including writing, design, production, and distribution.
· Facilitate the effort to seek out and apply for new grants. 
· Manage the donor database to ensure data integrity, timely processing of gifts, and accurate recordkeeping.
· Analyze donor behavior, identify engagement trends, and generate prospect lists to support face-to-face solicitation planning.
· Produce weekly and monthly donor reports and monitor donor replenishment and retention goals.
· Co-lead monthly development meetings, ensuring follow-through on tasks and accountability to team goals.
· Stay informed on CRM and donor management best practices and implement improvements to support fundraising effectiveness.

EVENT LEADERSHIP & EXECUTION (20%)
· In coordination with the Resource Development & Marketing Manager to oversee planning and execution of special events including Tour de Habitat, Giving Hearts Day, Give to the Max Day, and donor appreciation events.
· Lead the planning and launch of an annual fundraising gala, including timeline development, sponsorship strategy, and staff/committee coordination.
· Track event sponsorships, ticketing, and donor engagement metrics.
· Prepare event-related communications, including presentations, media releases, bidding platforms, and post-event stewardship.
· Serve as staff liaison between event committees and internal teams, ensuring alignment with organizational strategy.

MARKETING, COMMUNICATIONS & PUBLIC RELATIONS (20%)
· Develop, manage, and monitor the annual marketing and development calendar, in coordination with the Resource Development & Marketing Manager, Executive Director, Restore Manager and development committee. Maintain the calendar and monitor progress throughout the year.
· Oversee production of marketing collateral including newsletters, brochures, social media content, and campaign materials.
· Manage website content strategy, updates, and ongoing optimization.
· Coordinate public engagement through display booths, awareness campaigns, and community events.
· Write and distribute press releases and collaborate with Family Services and Development staff to gather stories that support mission-driven communications.
· Ensure adherence to brand standards across all marketing and PR materials.

ADMINISTRATIVE SUPPORT (10%)
· Support departmental operations and cross-team collaboration as needed.
· Assist with additional projects and responsibilities assigned by the Resource Development & Marketing Manager or Executive Director.

Qualifications
· Passion for the mission of helping people have a decent place to live. 
· Associate degree in Business, Communication, Marketing or related field. 
· Bachelor’s Degree in business, Communication, Marketing or Related Field preferred. 
· Experience in graphic design.
· Strong oral and written communication skills.
· Capable of managing multiple priorities.
· Strong organizational skills and attention to detail.
· Highly self-motivated, yet ability to work as a team player.
· Experience in Microsoft Office and CRM/database systems.
· Proficient knowledge of social media platforms including Facebook, Instagram, LinkedIn and any other future social media platforms that may be relevant to sharing our mission.
· Ability to adapt to changing situations. 
· Perform other duties/responsibilities as assigned by the Resource Development and Marketing Manager or Executive Director.

Additional Requirements
· Full-time position; standard Monday–Friday schedule, generally 8:30-5:00 pm, with occasional evenings and weekends.
· Rare travel may be required depending on project needs.
Note: This job description is not intended to be all-inclusive. Additional duties may be assigned to meet the evolving needs of the organization.
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