
 

 

 

 

 

 
Communications and Development Coordinator 

 
Regular Full-time (40 hours per week) 
Exempt (not eligible for overtime pay) 
Salary: $38,500 - $45,000 (depending on experience) 
Supervisor/Reports to: Director of Development 
 
Overview and Job Summary: 
The Communications and Development Coordinator works with the Development Director to execute 
the fundraising and overall marketing and communications goals of the Annapolis Maritime Museum.  A 
successful candidate in this position will be adept at communicating AMM’s impact to a wide variety of 
audiences utilizing earned, owned, and paid media (website, social media and marketing materials).  In 
addition the position will be managing the fundraising database, membership mailing and help with the 
administration of special events and projects. Key strengths we seek in the ideal candidate are exceptional 
writing and communication skills, proficiency in social media, and attention to detail. 
 
Essential Duties and Responsibilities 
The main area of focus for this position are: 

 50% Fundraising coordination 

 40% Marketing and Communications coordination 

 10% Administration support 

Position responsibilities include:  
 
Fundraising Coordination 

 Manage and maintain donor database to include basic donor information, donations, and donor 

acknowledgements 

 Maintain membership mailings and program, coordinate member benefit fulfillment  

 Utilize Blackbaud’s Altru database to pull reports, mailing lists, and donor records to assist in 

fundraising efforts such as individual asks, and annual fall mailing 

 Ensure donations and memberships are accurately accounted for in donor database  

 Manage in-kind donations including tracking, gift acceptance, and gift acknowledgements 

 Maintain active sponsorship database and solicit business sponsorship for major events.  

 Research and develop potential corporate sponsors for events and programs. Ensure sponsorship 

fulfillment and tracking of invoices.  

 Coordination of annual silent auction 

 Conduct donor research and employee gift matching programs 

 



 
Marketing and Communications Coordination 

 Market and communicate brand and initiatives efficiently and accurately via many channels 

(website, printed materials, social media, etc.)  

 Create, format, and distribute monthly newsletter and weekly e-blasts. 

 Write press releases and engage the press in AMM’s events and special programs. 

 Develop and update website content and design across all program areas working with third-party 

web manger to ensure AMM’s website functions properly. 

 Work with a media agency to develop development marketing pieces for both operating and 

materials for special campaigns. 

 Manage the timeline of marketing materials from development to production, ensuring AMM’s 

style guide is used.  

 Analyze the effectiveness of all communications and marketing efforts through analytics and 

surveys. 

 Establish and build on existing partnerships to expand AMM’s reach and visibility. 

Administration Support  

 Manage and maintain donor database to include basic donor information, donations, and donor 

Acknowledgements 

 Provide administrative support for special events including data management, mailings, marketing, 

and other communication initiatives 

 Ensure branded business materials are available to staff (business cards, letterhead templates, etc.) 

Skills and Qualifications:  

 Bachelor’s degree from a four-year college or university 

 Minimum of 2 years of relevant work experience 

 Exceptional and effective communication and writing skills   

 Strong attention to detail and organizational skills 

 Computer skills include proficiency with Microsoft Office (Word, Excel, Outlook)  

 Ability to analyze the effectiveness of all marketing and communications efforts (SEO) 

 Experience in managing a donor database. AMM uses Blackbaud’s Altru. 

 Familiarity with WordPress, Adobe Photoshop  

 Ability to edit documents and publications  

 Strong time-management and organizational skills needed 

To Apply: 
 
Email cover letter and resume to Kelly Swartout, Director of Development at 
development@amaritime.org.  Applications without a cover letter will not be reviewed. 

mailto:development@amaritime.org

