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Job Description 

Job Title:       Community Impact Manager       Status: Exempt 

Department:  Community Impact 

Reports to:    Director, Community Impact 

Location:       Lee, Hendry, and Glades Counties 

Date:              October 13, 2021 

Salary Range: $40,000 - $46,000    

Send resume to: Madison@unitedwaylee.org    

ABOUT UNITED WAY OF LEE, HENDRY, AND GLADES  

United Way of Lee, Hendry, and Glades (UWLHG) is a volunteer driven organization 
dedicated to improving the quality of life for all people in our community.  This is 
accomplished through fundraising, fund distribution (90+ partners), community building, 
volunteer advancement, and information and referral.  UWLHG is an $11 million 
nonprofit social services organization, with 60 employees in four locations. The majority 
of funding is from private donations although UWLHG also receives local, state, and 
federal grants. 

 

Summary:      

Assist the Community Impact department staff with correspondence, appointments, 
contact databases, and daily administrative duties. Manage the Fund Distribution 
process through its entirety including application monitoring, financial tracking, and 
agency monitoring.  Oversee the operations of designated United Way Houses as well 
as the FEMA Emergency Food and Shelter Program. 

Essential Functions 

1. Support and assist in coordinating the Fund Distribution process in Lee, Hendry, 
and Glades Counties.  

2. Assist agencies through the Fund Distribution application process with thorough 
knowledge of the Andar website.  

3. Responsible for scheduling and recruiting Team Members and Leaders for the 
Fund Distribution process.  

4. Coordinating the details of the Fund Distribution visits including site locations, 
times, and lunch specifics.  

5. Oversee all Team Member and Agency communications in relation to the Fund 
Distribution process.  

6. Coordinate and execute the annual Fund Distribution Wrap-Up Breakfast (or 
similar wrap-up event) or Lee County, including invitations, food, RSVPS, and 
awards.  

7. Provide monitoring of Agency fund distribution and billing.  
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8. Work as a liaison to the United Way finance department to report Agency 
funding, and department related Purchase Orders.  

9. Oversee the monthly operations of the United Way House, including identifying 
new agencies and programs for individual sites and collecting monthly reports. 

10. Oversee the FEMA Emergency Food and Shelter Program to include 
implementing the application process, maintaining appropriate records and 
funding relevant database and organizing the Local Board Meetings as needed. 

11. Communicate to agencies within the EFSP program regarding awards, 
compliance issues, and funding notifications. 

12. Collect, maintain, and monitor monthly reports as determined by the Director of 
Community Impact.  

13. Assist Gifts in Kind as needed with item inventory and distribution. 
14. Maintain and update the Agency and Fund Distribution Databases throughout 

Outlook, spreadsheets, and Andar.  
15. Work with multiple departments to achieve individual and departmental goals as 

assigned by the Director of Community Impact.  
16. Assist the Director of Community Impact and Vice President of Community 

Impact achieve their goals as needed.  
17. Complete letters of support as assigned by the United Way President and Vice 

President of Community Impact.  
18. Schedule meetings, reserve conference rooms, and oversee room set-up as 

requested by the Director of Community Impact.  

Other Duties 

Please note this job description is not designed to cover or contain a comprehensive 
listing of activities, duties or responsibilities that are required of the employee for this 
job. Duties, responsibilities and activities may change at any time with or without notice. 

Supervisory Responsibilities:  Oversee community volunteers. 

Qualifications: The following requirements are representative of the knowledge, skill 
and/or ability required to satisfactorily perform the essential job duties.  

Education and/or Experience:  Minimum of AA degree or comparable work 
experience.  A minimum of 3 years of experience in the field of project implementation, 
customer service, or social service experience preferred. Prior experience for public or 
nonprofit employer, or prior experience in customer/donor relations is preferred. 

Knowledge of Customer or Donor Relationship Management, Community Relations 
and Project Management. 

Interpersonal Skills:  Excellent active listening, and interpersonal skills required. 
Strong problem solving, critical thinking, prioritization and judgment skills 
required.  Business writing skills are necessary.  Strong administrative and operational 
skills essential.   
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Language Skills:  Ability to write reports and business correspondence.  Ability to 
present information to and respond to questions from groups of diverse organizational 
employees, managers, and senior level high profile decision makers. 

Computer Skills:  Requires knowledge of MS office software and data base programs. 
Experience with CRM systems preferred. 

Presentations Skills:  Occasional public speaking may be required.    

Licenses:  Valid Florida Driver’s License with a driving record that meets our insurance 
guidelines. 

Other Skills:  Problem solving capabilities and cultural diversity skills.  

Physical Demands:  The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this 
job.  Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to sit, talk 
and/or hear.  The employee is frequently required to use finger and hand motion and 
occasionally to stand, walk and reach with hands and arms.  The employee must 
frequently lift and/or move up to 30 pounds and occasionally lift and/or move up to 40 
pounds.  There may be additional physical requirements associated with events or 
special projects. Specific vision abilities required by this job include close vision, 
distance vision, depth perception and ability to adjust focus.  

Work Environment:  The work environment characteristics described here are 
representative of those an employee encounters while performing essential functions of 
this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. This job operates in a professional office 
environment, off site venues and outside event areas in various weather conditions. 
This role routinely uses standard office equipment such as computers, phones and 
photocopiers. 

This is a full-time position. Days and hours of work are typically weekdays between 8:00 
am – 5:00 pm. Evening and weekend events to be required as job duties demand.   

United Way is an equal employment opportunity employer and does not discriminate 
against any person because of race, color, creed, religion, sex, national origin, disability, 
age, genetic information or any other characteristic protected by law. This 
nondiscrimination policy extends to all terms, conditions and privileges of employment 
as well as the use of all company facilities, participation in all company-sponsored 
activities, and all employment actions.  United Way will make reasonable 
accommodations for qualified individuals with known disabilities unless doing so would 
result in an undue hardship. 


