
Development & 

Communications Coordinator 

 

MRG Foundation is Oregon’s leading social justice funder. As a fundraising foundation, we 

fund grassroots social, racial, economic, and environmental justice groups across Oregon.  

We center race in the social justice movement and use tools of Critical Race Theory to 

support our work. We prioritize funding to organizations led by those who are most 

impacted by injustice, including people of color, people living with disabilities, women, 

LGBTQ individuals, and low-income people. 

MRG itself is led by people of color and we make grant decisions through a unique, 

activist-led process. This means that our grantmaking decisions are made by a volunteer 

committee of community-based organizers who are directly involved in developing long-

term solutions to complex social justice issues. 

 

About the Position 

The Development & Communications Coordinator will take the lead on key outreach 
efforts and provide administrative support for all MRG fundraising and communications 
activities. The Development & Communications Coordinator will work with MRG staff, 
donors, and volunteers to build and maintain a culture of fundraising. The ideal candidate 
will possess strong interpersonal and written communication skills including the ability to 
manage multiple assignments simultaneously, meet project deadlines, and be detail-
oriented. This position will be supervised by the Development Director and work closely 
with staff throughout the organization. 
 
Full-time (35 hours a week) with some seasonal fluctuation of hours. Exempt. Based in 
Portland, Oregon. Position requires some evening and weekend work and in-state travel 
and reports to Development Director.  Wages based on experience, starting range $18-
$21 per hour. 
 

Responsibilities: 
 
Direct Fundraising Support (40%) 
 Coordinate the Movement Building Sustainers Program, MRG’s monthly sustainers’ 

contribution program.  
 Coordinate and implement MRG’s Workplace Giving Campaign including renewing 

and submitting annual applications, coordinating campaign events with volunteers 
including grantees, and working with the Office Manager to coordinate outreach and 
acknowledgments to donors. 

 Provide fundraising administrative support to staff and volunteers as needed. 
 Other activities as needed related to donor acquisition and retention. 

 
 



Communications, Outreach and Event Coordination (30%) 
 Organize annual community celebrations in Eugene and southern Oregon including 

managing volunteers, soliciting in-kind donations, coordinating event logistics, and 
publicity. 

 Assist with community and fundraising events in Portland. 
 Coordinate and manage information tables at targeted community events. 
 Assist with other events and workshops as needed. 
 Manage MRG’s website, social media, email, and other digital communications 

channels and tools. 
 Work with Office Manager to integrate new communications tools & technologies. 
 Coordinate communications content: Support staff and partners in the creation of 

content for communications purposes including, but not limited to: donor appeals, 
event promotions, speaking points, newsletters, brochures, reports, and MRG 
programs. This position will be responsible for drafting content, coordinating 
feedback processes, and managing external graphic design, prepress, print, mailing, 
and photography vendors. 

 
Data management (20%) 
 Donor acknowledgment: Accurately enter donations into the database, perform 

mail merges, and produce acknowledgment letters. 
 Work with the Office Manager to create mailing lists for projects as needed. 
 Manage and update constituent information in the database. 
 Work with Development Director and other staff to create reports to support 

fundraising analysis and outreach strategies. 
 
Other Tasks (10%) 
 Assist with answering phones. 
 Occasional project support. 
 Coordinate volunteers for outreach, office and fundraising activities as needed. 

 
Qualifications the ideal candidate should possess: 
 
 Minimum 1-year fundraising & event coordination, including donor engagement 

experience. 
 Minimum 1 year of organization communications (internal and external) experience. 
 Experience with data entry and data management (CiviCRM or other database 

program). 
 Strong interpersonal and written communication skills. 
 Strong organizational skills including the ability to manage multiple assignments 

simultaneously, meet project deadlines and attention to detail. 
 Computer skills (MS Office Suite including Excel, Word, PowerPoint, Publisher, 

WordPress, and InDesign). 
 Ability to work closely and effectively with people from different cultural and class 

backgrounds. 
 Availability to work occasional evenings, weekends, and to travel within the state. 
 Experience with not-for-profits/social good organization and community-based 

activism/organizing strongly preferred. 



How to apply 

Submit your résumé and a cover letter explaining your qualifications and interest 

in this position to info@mrgfoundation.org. Include in your cover letter your 

responses to these questions: 

 Describe your experiences working towards racial justice and how do you 
see philanthropy as playing a role in the movement. 
 

 Describe a time when you used a narrative communication form to uplift a 
social concern.  Please include a sample with your résumé. 

 
The position will remain open until filled. For best consideration, submit your 

materials by 5:00 p.m. on Monday, September 11, 2017.   

If you have questions about the position or application process contact Carol Tatch 

at 503-754-8670 or carol@mrgfoundation.org.  

Interviewees will be asked for three professional references and a work sample.  

 

Affirmative Action Statement: 

MRG is an equal opportunity employer committed to affirmative action and accessibility.  

We are a racially, ethnically, and culturally diverse and inclusive organization. People of 

color, women, people with disabilities, and LGBTQ candidates are encouraged to apply. If 

you need any accommodations to participate in the application process, contact us.   

 


