
JOB Annoucement  

Position Title: Community Sponsorship and Donation Coordinator.   

Reports to:  Resource Development Manager  

Status: Full-time 

Location: Arlington, VA  

Job Summary: The Community Sponsorship and Donation Coordinator is responsible for 

recruiting and managing volunteers, in coordination with agency management and staff. The 

coordinator accepts and tracks donations, maintains ACC DC Metro social media and supports 

the agency’s outreach, education, and partnership development. The volunteer coordinator 

manages two ECDC programs, the Stitch-Ed Together sewing program and the ACC DC 

Podcast, and provides support to the Resource Development Manager (RDM) in developing and 

running ACC DC Metro’s Community Co-Sponsorship Program.  

Key Responsibilities 

1. Volunteer Recruitment

a. Communicate with agency leadership and staff to identify appropriate volunteer

activities.

b. Conduct outreach to community members, including but not limited to secular,

faith-based, and civic groups; academic institutions; health services; and human

or social service entities to recruit volunteers.

c. Host informational sessions about agency and volunteer opportunities for

prospective volunteers and interns.

d. Develop on-going relationships with the volunteer community.

e. Maintain volunteer opportunity postings on agency website and other institution

websites.

f. Conduct community outreach to identify potential co-sponsorship groups,

especially diverse groups and Ethnic Community Based Organizations, who will

commit to sponsoring a newly arrived refugee family.

2. Volunteer Management

a. Conduct screenings, exit interviews and background checks on volunteers.

b. Provide orientation sessions, training, and ongoing supervision for all accepted

volunteers.

c. Maintain database of volunteers’ contact information.

d. Track and report volunteer hours and statistics according to program requirements.

e. Expand and maintain record of agency supporters including volunteers and

community partners.

f. Support managers in providing leadership and guidance to staff in volunteer

engagement and management strategies.

g. Meet with potential sponsors to discuss the requirements of the program.

h. Collaborate with the RDM to develop materials and guidelines for ACC DC Metro’s

co-sponsorship program.

i. Participate in ECDC and Catalyst meetings and trainings.



 

j. Facilitate introductory meetings between First Friends mentors and mentees to 

discuss program goals and objectives. 

k. Serve as the primary contact for mentor program volunteers, maintain regular 

communication and act as a liaison between the agency and volunteers. 

l. Engage in direct and respectful communication to address concerns and conflicts that 

arise related to mentorship pairings. 

 

3. Donation Coordination 

a. Log and track all donations in database 

b. Send receipts and tax letters to donors 

c. Ensure that there is an organized and efficient donation process.  

d. Manage inbound and outbound donation inventory 

e. Communicate with staff about their donations needs and what is available  

f. Assist with donation drives and requests 

g. Communicate with Resource Development Manager (RDM) about any donation 

needs 

 

4. Social Media 

a. Maintain ACC DC Facebook, Instagram, Twitter, and Youtube accounts 

b. Consult with the Resource Development Manger to post regularly across social 

media platforms and ensure ACC has a strong social media presence 

c. Respond to comments and messages in a timely manner  

d. Assist Resource Development Manager in creating a social media plan and 

creating content when needed 

e. Promote ECDC and ACC DC Metro events, opportunities and needs 

 

 

5.  Project Management 

 

Stitch-Ed 

a. Act as point of contact for the sewing skills program 

b. Work with caseworkers and other members of the staff team to promote program 

and recruit students 

c. Recruit and manage volunteers and teachers 

d. Set up program classroom and assists with classes as needed 

e. Communicate with RDM about any resources needed 

 

 

       ACC DC Podcast  

a. Recruit and manage podcast volunteers  

b. Hold regular meetings with the podcast volunteer team 

c. Maintain podcast schedule and podcast promotion  

d. Plan podcast themes, episodes and seasons 

e. Ensure podcast quality before posting and requests edits when needs 

f. Post completed podcast on all platforms 

g. Assist with reaching out to potential guests 



 

h. Keep track of project equipment and communicate with RDM about any resources 

needed.  

 

 

6. Outreach, Education, and Partnership Development 

a. Assists with organizational event planning. 

b. Gain understanding of refugee issues and create awareness of those issues within 

the general public. 

c. Recruit and coach refugee speakers for speaking events. 

d. Assist in the production, maintenance and distribution of agency materials, 

including newsletter and brochures. 

e. Proactively build relationships with organizations, local businesses, schools, and 

religious organizations. 

 

 

Education, Experience, Knowledge, Skills and Abilities 

 

 Bachelor’s degree (B.A.). in social work or related field; or one to two years of related 

training and experience; or other equivalent combination of education and demonstrated 

experience 

 Excellent verbal and written communication skills and the ability to communicate effectively 

with a diverse range of audiences  

 Excellent interpersonal and organizational skills 

 1-2 years of experience volunteering or managing volunteers  

 Comfortability with social media, experience managing social media accounts for a 

business/organization a plus.  

 An interest in podcasting, experience with podcasts a plus.  

 Experience in maintaining databases and organizing information.  

 Experience successfully managing projects  

 Ability to facilitate community meetings and build partnerships with community members. 

 Self-directed, motivated and able to handle multiple projects at once   

 Ability to exercise initiative and judgment and make decisions within the scope of assigned 

responsibilities. 

 Ability to effectively communicate relevant project information to superiors. 

 Experience working in a multicultural environment, fluency in Arabic, Russian, Dari, 

Burmese, Kiswahili, Spanish, or other languages and cultures of the local refugee population 

is strongly preferred. 

 Knowledgeable about and sensitive to the experiences of refugees and immigrants.  

 Punctuality and ability to meet deadlines for work, appointments and report dates. 

 Must work well in a team setting 

 Required computer skills: Word, Excel, Internet, Gmail, Outlook. Comfortable utilizing new 

programs and databases 



 

 Commitment to the mission, vision and values of ACC. 

 A valid driver’s license and access to own transportation 

 Background check and clean driving record.  

Licenses/Certifications: Must have a driver’s license and good driving record. 

 

To Apply  
 

Please submit by e-mail, mail, or fax: (1) cover letter; (2) resume;  

 

Human Resources  

Ethiopian Community Development Council, Inc.  

901 South Highland Street  

Arlington, VA 22204  

E-mail: hr@ecdcus.org  

Fax: (703) 685-0529  

 

No telephone inquiries, please. Qualified applicants will be contacted for an interview.  

 

ECDC is an Equal Opportunity Employer. 

 

 

 


