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[bookmark: example-of-corporate-responsibility-job-description]Example of Corporate Responsibility Job Description
Our company is searching for experienced candidates for the position of corporate responsibility. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-corporate-responsibility]Responsibilities for corporate responsibility
· Interface with Global Philanthropy Operations to address operational requirements and improvements including regulatory and compliance related issues
· Help manage multi-million dollar philanthropic contributions portfolio
· Assist in execution of company-sponsored volunteer events
· Assist with key internal and external communications projects
· Support grant making (grant acknowledgement forms follow-up, processing Discretionary requests and grant monitoring via internal database)
· Support Relationship Managers with maintaining the firm’s partnerships with Non-Profits through engagement and possible off-site events
· Writing and designing communication pieces for internal and external purposes
· Ad-hoc projects to support the team across the Texas, Louisiana and Oklahoma markets
· As time permits, assist with Government Relations and Corporate Responsibility projects and initiatives
· Month end close activities with manager
[bookmark: qualifications-for-corporate-responsibility]Qualifications for corporate responsibility
· Programming methodologies such as Agile SLDC
· This role is an independent contributor role, and candidate must be an independently motivated individual who is able to execute both administrative aspects of programming contribute to high level program strategy
· 5+ years experience in financial services, a corporate foundation, or the nonprofit sector, preferably with a large global corporation and with a working knowledge of CRA requirements
· Graduate or Post-graduate qualifications
· Experience with graphic design and/or desktop publishing desired but not required
· Currently studying a relevant degree and looking to complete a placement year as part of your degree (internship to start June 2016)
