Texas Neurofibromatosis Foundation®
Program Assistant

Part -Time Job Responsibilities 

25 hours week at $18/hour

Administrative

· Answer phone

· Order office supplies when needed

· Make copies and file

· Donations: Process all donations received via mail, phone and online - write thank you letters, acknowledgements (when necessary) and record in Donor View as needed

Events 

· Support fundraising events as needed –Dining Out in Dallas, Texas NF Golf Classic, Cookies with Santa and other events as needed

· Thank you letters, data entry, Preparation, during, and wrap up of the event 
Patient Outreach 

· Assist in recording registrations for symposium and mail confirmation packets

· Assist in recording camp applications and follow up if any missing information is needed

· Assist in patient support group or gatherings 

Communication/Design 
· Facebook: Follow posts and respond.  Post events, pictures, and news as directed.
Other Communication Responsibilities based on Skills 
· Website: Keep website current with event information, pictures, updates, and links as needed

· Newsletters: Design and send out Foundation and Patient newsletters – content provided by others

· Design invitations, signage and promotional materials for events. 

Preferred but Not Required
· Spanish Speaking 
· Adobe based software – In Design (design skills)

· Greater Giving

· Donor View
