Title:  Manager, Business Services  

Unit:  Points of Light, Corporate Institute
Supervisor: Executive Director, Corporate Institute
Term: Regular, Full Time

Summary of Duties:  The Manager, Business Services is responsible for the development and delivery of a continuum of services delivered to Business Members which include corporations, business networks, and individual businesses of all sizes with a focus on helping companies to develop and deliver transformational employee volunteer engagement programs.  The Manager is responsible for creating and implementing public relations, marketing and/or communications strategies in conjunction with the Executive Director and Points of Light External Affairs. 


Duties & Responsibilities 
Support the recognition, growth, development and sustainability of employee volunteer programs.
Business Member Services
· Identify effective best practices in employee and skills based volunteering and develop a readily accessible library of resources for businesses that are at varying stages of implementing employee volunteer programs to be disseminated via The Resource Center

· Provide support to the Corporate Institute on effective practices & research efforts in the field of corporate social responsibility, community outreach and workplace volunteerism 

· Manage a relevant calendar of training events and remote/distance learning opportunities for various business audiences
· Manage content for Corporate Institute related web presence including landing pages and member resource areas
· Cultivate strong and consistent relationships with members to understand their needs and connect them with opportunities that support their EVP and company goals.
· Provide remote technical assistance (phone based, web based, etc.) to business members
· Publish a bi-monthly newsletter targeted for the business audience that provides updates on CSR and EVP best practices, current research, events and training opportunities

· Streamline the membership application and renewal process

· Support program revenue generation

· Maintain member database utilizing Salesforce
External Affairs

· Working in conjunction with Corporate Institute team, devise strategic communications calendar and manage all external communications including social media platforms, website content, newsletters and mass emails to various business membership programs. 
· Identify strategic opportunities to recognize and highlight member companies

National Conference on Volunteering and Service 
· Includes RFP proposal process, securing speaker/trainers, workshop scheduling, etc.
· Develop and support Business Member engagement strategy during the NCVS.
· Perform other duties as assigned or requested
Training & Consulting

· Identify the role that “off the shelf resources” and customized resources can play in supporting the Senior Directors, Business Training & Consulting in the identification, planning and execution of fee for service contracts for training, consulting or curriculum development. 
Corporate Awards
Work in collaboration with the External Affairs’ Recognition team to present the Corporate Engagement Award of Excellence. 

· Support the marketing and promotion of the award through an informational webinar

· Assist in the recruitment and selection of the judging panelist for the award

· Attend judging session and capture the feedback for each corporate candidate
· Provide a platform for presentation of the award at the National Conference on Volunteering and Service

· Assist in providing judges’ feedback to corporate candidates not selected for the award

· Support the production and publication of a Best Practice Brief with key findings about how successful EVPs structure themselves
Other Duties

· Support the Corporate Institute and additional administrative duties as assigned or requested

QUALIFICATIONS & EDUCATION

Minimum Education:  Bachelor’s Degree in Business/Marketing/Research or the equivalent experience in related field.

Minimum Experience:  

· 4-5 years related experience in training development, marketing/ communications and/or research experience required.  

· Knowledge of business market and community relations and/or employee volunteer program management experience required. 

· Experience working at both a local and national company or nonprofit preferred. 

· Demonstrated high-level customer contact, problem solving experience, project management and strategic planning skills.  

· Proficiency in database management; knowledge (information) system development and analysis is essential. 

· Proficiency in budget development and management. 
· Working knowledge of Microsoft Office applications required.

· Excellent written, oral communication and committee management skills are required.

