FOUNDATION FOR

THE CAROLINAS

JOB DESCRIPTION

Title: AVP, Communications Division/Department: E4E Relief

Reporting To: VP & Director, Marketing & Partnerships

FLSA Classification: Exempt |:| Non-Exempt
Employment Type: Full Time |:| Part Time |:| Intern D Contract

POSITION SUMMARY

EA4E Relief, established in 2014, is a wholly owned subsidiary of Foundation For The Carolinas and operates as a
501c3 charitable business solution. We empower companies and employees to respond to crisis by providing a
global, charitable solution in times of need. A fundamental change in the way people think about the relationship
between a company and its employees.

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 from the moment they interact with E4E Relief. That is
where you come in!

As we continue to scale, we are seeking a communications professional to join our marketing & communication
efforts. Our growing organization is in need of a talented and experienced communications professional with
strong B2B writing experience to craft and edit content for audiences ranging from prospects, clients, partners,
board members and internal team members. We are looking for someone who gets great joy in finding just the
right words to convey a message.

This role will help engage our primary audiences ranging from prospective clients, clients, partners and other key
influencers in the market. You will generate, nurture and convert leads through informative and engaging
content, develop meaningful communications and thought leadership to demonstrate E4E Relief’s expertise in
the market.

The ideal candidate will be an expert storyteller, editor and proofreader choosing words that can showcase our
charitable program’s value in a compelling way. The successful applicant will be a team player that's ready to
give and receive feedback. Preference given to candidates with track record for meeting deadlines and great at
multi-tasking, as we balance multiple projects at once.

DuUTIES & RESPONSIBILITIES

e Plan, interview, writer, edit, proofread and customize content for all our platforms, including our
website, social media accounts, blogs, newsletters, collateral and leadership updates

e Develop content for team to pitch to third-party websites for publication on partner websites

e Protect and promote the E4E Relief brand elements, developing an engaging brand voice that is
approachable and demonstrates compassion



Develop content and materials to provide a point of view, educate and inspire our audience through
client stories, case studies, thought leadership for our online presence (website, social media)
partnership and sales efforts (conferences, webinars, executive speeches other speaking engagements)
In coordination with team, develop and review client-facing content, communications, ensuring the
E4E Relief tone of voice is consistently applied

Perform research for blog posts, articles, guides and other content

Work with the marketing team to analyze content performance metrics, such as click through rate and
social following growth, and apply insights to improve existing content and develop better future
content ideas

Work with internal stakeholders for reviews and approvals

Work with external agencies as appropriate

Develop and manage media relationships and be point of contact

Develop and execute crisis communications plan

Support CEO Board communications for Board meetings, memos and updates

Working with the HR dept., support internal communications to staff

This job description is not designed to cover or contain a comprehensive listing of activities, duties or
responsibilities that are required for the position. Other duties, responsibilities and activities may change or be
assigned at any time with or without notice.

JoB QUALIFICATIONS

Bachelor’s Degree with 5+ years of in-house, agency or freelance B2B communications, journalism
experience

Professional demeanor, exceptional written and verbal communication skills;

PR experience

Knowledgeable in SEO best practices

Ability to work in a dynamic, start-up business environment

Ability to research and learn about a wide range of topics (ex. ESG, corporate social responsibility/HR
field topics, disaster philanthropy, impact outcomes)

Excellent teamwork, communication, project management and organizational skills

Experience working with content management systems, Microsoft Office suite

Strong organizational and time management skills with outstanding attention to detail

Ability to manage multiple projects simultaneously while meeting deadlines; must be goal driven
General ability to perform the essential functions and overall physical and mental requirements of this
position, including stamina to perform tasks over extended periods and ability to occasionally move
about to accomplish tasks or move from one worksite and/or workstation to another

Submit online application along with resume, cover letter and at least 2 writing samples.

This role is in Charlotte, NC. While we are temporarily working remotely during the COVID-19 pandemic, the
position will require in-person presence in Charlotte.

Note: Proof of fully authorized vaccinated Covid-19 status is required (or E4E Relief authorized religious or
disability accommodation).

PosITION SPECIFIC COMPETENCIES

Select from the following position-specific competencies. Please limit the total number of
competencies to 7 or less.

All Employees: Communication & Interpersonal Skills



Executive Team: |:| Leadership |:| Strategic Thinking |:| Fiscal Stewardship

All Supervisors: |:| Delegating Responsibility & |:| Managing Employee |:| Ensures Consistent

Empowering Employees Performance Policies & Practices
General:
|:| Affiliate Management |:| Budgeting & Cost Awareness |:| Building Organizational
Commitment
|:| Building Team Environment |:| Client Records |:| Concern for Employee

Satisfaction

|:| Customer Skills Dependability |:| Ensures Proper Training in
New Technologies

Entrepreneurial Orientation |:| Equipment Skills |:| Fund Management

|:| Implementing New Technologies |:| Initiative |:| Innovative Thinking

|:| Job Skills |:| Managing Meetings Managing Multiple Priorities
Meeting Targets |:| Presentation Skills |:| Product Knowledge

|:| Productivity |:| Project Management Quality of Work

|:| Relationship Building/Networking |:| Results Oriented |:| Technical Skills

|:| Time Management |:| Training & Development Writing Skills



