
 
 
 
 
 
 

Working to make homes affordable in the City of Alexandria 
 

Communications and Development Associate  

Alexandria Housing Development Corporation (AHDC) is a non-profit housing developer, 
incorporated in 2004 to develop and own affordable housing properties located within the City of 
Alexandria, Virginia. Our primary goal is to create and sustain safe, high-quality housing for 
income-eligible individuals and families so they can thrive in the City of Alexandria.   

Purpose of Position: 
The Communications and Development Associate will be a key liaison between AHDC, the 
Alexandria community and residents of AHDC properties. This position will be responsible for 
providing a wide range of external communication activities focusing on building public 
awareness of AHDC’s efforts in the Alexandria Community.  In addition, this position will play a 
key role in grant and donor management.   

Primary Responsibilities:  
 
Communications and Community Awareness - 65% 

 Create and implement a communications plan that targets key audiences with 
appropriate messages, benchmarks and timelines to increase visibility and to support 
AHDC’s mission.  

 Overall responsibility for maintaining AHDC’s website to assure that it is useful for 
primary audiences.  

 Expand and leverage social media, to introduce AHDC’s message and project to new and 
existing audiences. 

 Maintain and enhance communication tools including news releases, print materials, 
PowerPoint presentations that increase AHDC’s visibility in the community  

 Serve as editor of the monthly AHDC Newsletter. 
 Create of an annual report that details AHDC’s positive impact on the City of 

Alexandria. 
 Collaborate with peer housing organizations, non-profit partners, community 

leaders, the faith community and residents to foster community support of AHDC’s 
mission. 

 



 Organize special events and use other tools to increase community awareness in the 
community, among housing-related organizations, elected and Alexandria City officials 
and other targeted audiences, through participation, communication and advocacy. 

 Plan and execute periodic additional events such as ground breaking and grand 
openings 

Fund Development - 25% 
 Prepare and submit proposals for grant support and awards that will support AHDC’s 

growth.  
 Submit all grant reports and facilitate meetings with current and potential funders. 
 Maintain and enhance procedures for accurate grant reporting, tracking 

implementation and measuring outcomes in accordance with funder requirements.  
 Coordinate AHDC’s participation in fundraising events including: Spring2Action 

Alexandria, United Way Capital campaign, etc.  
 Work with consultants to plan, grow, and execute AHDC fundraising efforts 

Other Duties as Assigned – 10% 
 General office tasks  
 Answering phones and coordinating calendars as needed 
 Assist in preparing project applications  

Qualifications  

 Excellent written and oral communication skills. Working knowledge of printed, video and 
social media tools to effectively communicate AHDC’s message to key audiences.  

 Extremely well-organized, with strong skills in time management.  Self-starter, able to 
work independently and create own deadlines. 

 Outgoing, engaging and effective at working with staff, board members, community 
organizations and external partners to secure support for AHDC’s mission and goals. 

 Ethical, results-driven individual with ability to work in a small nonprofit office 
environment with a desire to be part of a team. 

 Excellent computer skills including MS Word, Outlook, Excel, PowerPoint, Adobe Indesign 
and social media.   

 Knowledge of the City of Alexandria and the Alexandria Community a plus, including local 
government, nonprofits, citizen organizations, faith-based community and related 
organizations. 

 Knowledge of affordable housing a plus. 
 The ideal candidate will be self-motivated, have strong writing, communication and 

organization skills, and have a passion for working in the community.   

Salary and Benefits  
 
Commensurate with experience.  AHDC has a benefit package that includes medical, dental, vision 
insurance, and paid timed off 
 
 



Equal Opportunity Employment  
 
It is the policy of Alexandria Housing Development Corporation that it will operate and conduct 
business based on merit, qualifications, and competence and employment decisions shall be 
made without regard to race, color, national origin, sex, age, disability, marital status, sexual 
orientation, Vietnam-era veteran or special disabled veteran status, genetic information including 
family medical history, victims of domestic violence, or other status in accordance with applicable 
federal laws, as well as the state and local laws governing nondiscrimination in employment in 
each location in which AHDC has offices. 
 
How to apply 
Please submit resume and cover letter that details salary requirements to 
resumes@housingalexandria.org 
 
 
 
 
 
 
 
 
 
 
 
 
  
 


