
 
Communications and Development Manager 

Job Description 
About HSC 
The Human Services Council (HSC) strengthens New York’s nonprofit human services sector, 
ensuring all New Yorkers, across diverse neighborhoods, cultures, and generations reach their full 
potential. We are a membership association, representing over 170 nonprofit social service 
agencies, including federations, subsector-specific umbrella associations, advocacy groups, and 
direct service providers, both large and small, that provide a wide variety of human services from 
child welfare and after school programs for children and youth to transportation and meals for 
seniors, as well as, health, mental health, homeless, immigration, and substance abuse services. HSC 
supports these nonprofit agencies, their workers, and their clients by being their champion and 
fighting for their issues. HSC tackles cross-sector issues and works with partners in government, 
philanthropy, academia, media, and other nonprofits to ensure the concerns of New York’s human 
services sector and its constituents are heard.  
 
The Human Services Council does this by: 
 

• Enhancing the capacity of human services organizations to carry out their missions; 
• Acting collectively to establish greater balance in the partnership between the human 

services sector and government; 
• Influencing public policy and advocating for adequate funding for human services; 
• Addressing the implications of social, racial, and economic justice issues in human services 

policy and delivery; 
• Giving a voice to those we serve, highlighting their struggles and how human services 

programs help them; and 
• Holding government accountable for the needs of all New Yorkers by honoring the 

commitments made to our communities. 
 
Description 
HSC seeks a Communications and Development Manager to assist with communications, 
development, and other tasks important to our mission. The ideal candidate is motivated, can work 
independently, has strong writing and communication skills, and is passionate about the nonprofit 
sector. The position will report to the Director of Operations.  
 
Duties  

• Facilitate HSC’s communications to members by producing weekly e-blasts and other 
regular e-communications through Constant Contact, maintaining organization’s social 
media channels, and creating other marketing materials, etc.; 

• Assist HSC’s advocacy and policy campaign efforts by producing and developing social 
media toolkits, one-pagers, and other materials;  

• Manage and update the organization’s website; 
• Update and implement the organization’s communications plan;  
• Maintain up-to-date email lists in Salesforce and Constant Contact; 
• Assist with development activities including writing grant reports and proposals and 

managing deadlines and deliverables with Director of Operations; 



 
• Coordinate membership events and meetings, trainings, workshops, or forums;  
• Develop and maintain positive professional relationships with members; 
• Research information about nonprofit providers and funders in the community;  

 
Qualifications 

• Excellent oral & written communication skills; 
• Strong editing and proofreading skills; 
• Ability to work independently, take initiative, and juggle multiple projects; 
• Dependable, organized, and with attention to detail; 
• Team player, highly motivated, and flexible; 
• Computer, internet, and database savvy. 
• Knowledge of the nonprofit human services sector a plus; 
• Experience with communications or development activities in a nonprofit a plus; 
• Familiarity with the following tools is a plus: Microsoft Office, Salesforce, Constant Contact, 

Adobe Photoshop, and InDesign; 
• Experience with WordPress or SquareSpace a plus; 
• Basic video editing and visual design skills are helpful to the role.  

 
Salary 

$60-$70,000, depending on experience 
Generous benefits package including 403(b) with 6% contribution and matching, health , vision, 
dental, vacation days, and sick days. 
 
All employees are currently working fully remotely due to COVID-19.   

 
Equal Opportunity 

HSC provides equal employment opportunities to all employees and applicants for employment 
without regard to race, color, religion, sex, national origin, age, disability, or genetics.  

 
Application instructions 
Send cover letter and resume to Jason Wu, info@humanservicescouncil.org   
 
Position open until filled. 
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