
    

JOB DESCRIPTION  

Title: 
Business Development & Marketing 
Specialist  

Division/Department:   E4E Relief 

 

Reporting To: Vice President & Director, Business and Organizational Development  
 

FLSA Classification:  Exempt x Non-Exempt 
 

Employment Type: x Full Time  Part Time  Intern  Contract 
 

POSITION SUMMARY 
E4E Relief is a 501c3 public charity who partners with compassionate companies to support their employees in 
need and build good will in their communities. Our Vision is to create a world where philanthropy inspires a 
ready and compassionate response to crisis. Established in 2014, E4E Relief is a subsidiary of Foundation For 
The Carolinas.  
 
We partner with corporations nationwide and internationally to establish and administer disaster and hardship 
relief programs to assist their employees facing unexpected financial hardship. We pride ourselves in having a 
turnkey approach with an exceptional client experience supporting nearly 1.5M employees in times of crisis. 
That is where you come in!  
 
We are in ‘start-up’ mode and our client base has doubled in the past two years.  As we continue to scale, we 
are seeking a Business Development & Marketing Specialist to support the cultivation of new business, 
targeting Fortune 500 and Middle Market companies.  Under the direction of the VP & Director, Business & 
Organizational Development, this role will be responsible for helping expand our philanthropic reach through 
supporting the sales cycle, securing new business to generate revenue, enhancing the E4E Relief brand and 
building overall market awareness.  
 

DUTIES & RESPONSIBILITIES 
 
Business Development  

• Support business development efforts for the organization 

• Conduct research to gain industry insights, competitive intelligence, understand the market and build 
expertise  

• Proactively identify target market/stakeholders and initiate outreach opportunities 

• Build, maintain and track a pipeline of qualified opportunities 

• Lead role for responses to RFPs  

• Respond to initial inbound prospect inquiries, qualify leads while making a strong first impression  

• Nurture partnership opportunities to collaborate or jointly go to market 

• Assist with new client conversion efforts to meet/exceed department sales goals  

• Build sales enablement toolkit including communication templates, materials, RFP repository  

• Represent E4E Relief at conferences, prospect meetings, webinars and other forums, as needed 

• Provide timely status updates to internal stakeholders 
 
 



Client Onboarding 

• Support new client onboarding working with Onboarding team to ensure a seamless transition  

• Field influx of quick-turnaround inquiries during high-volume periods of time, particularly during large-
scale disasters  

 
Marketing  

• Serve as a key contributor to the Sales and Marketing Strategic Plan, building short and long-term 
strategies to expand our client base, build market awareness and solidify E4E Relief as the leading 
employee relief fund provider 

• Develop content and manage social media, website, thought leadership and other market-facing 
materials including sales collateral highlighting our core competencies  

• Build and execute awareness campaigns, prospect touchpoints 

• Identify and share industry insights utilizing client program data  

• Be a steward and fierce protector of the E4E Relief brand 
 
Additional Responsibilities 

• Serve on cross-functional teams to work on strategic projects impacting E4E’s program development, 
marketing efforts, product development and overall growth 

• Manage processes and procedures to integrate the development efforts of the team, such as data 
tracking, dashboards, information sharing, and cross-selling 

• Support disaster response efforts during large-scale disasters  

• Special projects as assigned 
 

JOB QUALIFICATIONS 
• Bachelor’s degree required  

• 1-3 years of experience 

• Purpose-driven mindset with an entrepreneurial spirit, comfortable working with limited resources  

• Communicates effectively in person, via email and phone, quickly establishing credibility and 
demonstrating professionalism 

• Familiarity with social media channels  

• Organized and ready to contribute to new ways to enhance the current, start-up sales environment  

• Excellent computer skills including Microsoft Office applications, Microsoft Dynamics experience   

• History of successfully building and maintaining relationships with a range of stakeholders 

• Comfortable using data and research to drive and inform decision-making 

• Capacity to manage multiple responsibilities simultaneously, set priorities and respond quickly. 

• Positive, “can do” spirit, resilient, can remain calm and flexible 

• Coachability and willingness to take direction  

• Embraces an 'all hands-on deck' approach during large-scale, catastrophic disasters 

• Ability to travel 10-25% 

• Willingness to work overtime, as needed  
 
In your cover letter include: 

• writing samples including 1:1 business email communication, mass communication and other examples 
of your written communications  

• your salary requirements  
 
Applications for this position will be accepted until 5 p.m. on Aug. 31, 2018. 
 
 



POSITION SPECIFIC COMPETENCIES 
Select from the following position-specific competencies.  Please limit the number of competencies to 
10 or less. 

All Employees: x Communication & Interpersonal Skills 
 

Executive Team:  Leadership  Strategic Thinking   Fiscal Stewardship 
 

All Supervisors:  Delegating Responsibility &   Managing Employee   Ensures Consistent  

  Empowering Employees  Performance  Policies & Practices 
 
General: 

 Fund Management  Budgeting & Cost Awareness  Equipment Skills 

 

 Implementing New Technologies  Job Skills  Managing Meetings 

 

x Meeting Targets x Presentation Skills x Product Knowledge 

 

 Project Management  Client Records  Customer Skills 

 

 Technical Skills  Affiliate Management x Writing Skills 

 

 Concern for Employee Satisfaction  Initiative x Managing Multiple Priorities 

 

 Productivity x Quality of Work  Time Management 

  

 Building Team Environment  Ensures Proper Training in New Technologies  

  

 Training & Development x Dependability  Results Oriented 

  

x Relationship Building/Networking x Building Organizational Commitment 

 

x Entrepreneurial Orientation x Innovative Thinking   

 
 


