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Brooks Community Foundation, Inc. Manager 

  

Brooks, located in San Antonio, Texas, is one of the most innovative, master-planned developments 

in the United States. Founded in 2001, Brooks City Base, now known as Brooks, was created by 

the United States Congress, the State of Texas and the City of San Antonio to redevelop a former 

United States Air Force Base. 

Brooks is a governmental entity created by the State of Texas and owns, operates and develops 

Brooks. There is in excess of $300 million in infrastructure and vertical construction projects 

nearing completion, with an additional $100 million plus of construction projects in various stages 

of closing.  

Brooks offers excellent premium health benefits for you and your family and great retirement 

matching.  

If you are looking for an opportunity where you can live, work learn and play, this is the job for 

you! Come and be a part of a very unique organization where you can play a huge role in the 

success story of Brooks! 

********************************************************************** 

SUMMARY OF PRINCIPAL & MAJOR RESPONSIBILITY: Oversight and 

management of day-to-day operations of the Brooks Community Foundation, Inc. 

Able to work independently and take ownership of the management of the 

Foundation. 

 

PRINCIPAL DUTIES AND RESPONSIBILITIES (Essential Functions): 

 Based on a comprehensive analysis of the surrounding community, develop 

and execute a program for addressing community needs. 

 Based on the needs analysis and resulting program(s), develop and implement 

a fundraising strategy.   

 Network with and gain support from business on and around Brooks.  

 Serve as point with non-profits locate in and/or serving the Brooks community. 

 Leverage support of Brooks staff and resources to help make the Foundation 

successful. 

 Identify and apply for appropriate grants to benefit the Foundation 

 Establish, execute, and manage a marketing and public relations plan, with 

support from the agency of record and Brooks’ public relations department, to 

enhance the image and awareness of the Brooks Community Foundation, Inc.  

 Establish, execute and manage a strategic calendar of special events/activities 

to serve as fundraisers for the Foundation 

 Attends public meetings, makes presentations to various public and private 

organizations, and promotes the Foundation at speaking events.  

 Models Brooks core values, and supports values based leadership throughout 

the organization. 
 

Other Functions 

 Any other duties, as required. 
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JOB SPECIFICATIONS: 

Required Knowledge, Skills, and Abilities (Requirements are representative of minimum 

levels of knowledge, skills, and/or abilities.) 

 Ability to work varied hours. 

 Ability to present information and respond to questions from internal and external 

customers. 

 Ability to use all modes of communication, such as phone, fax, and the internet. 

 Ability to communicate orally or in written form effectively with management, 

internal and external customers. 

 Ability to market events with external stakeholders. 

 Ability to anticipate and solve practical problems and resolve issues. 

 Ability to work and foster harmonious working relationships with co-workers. 

 Ability to establish and maintain relationships with managers, co-workers, and 

customers. 

 Ability to read and write in English.  

 Strong working knowledge of Microsoft Office (Word, Excel, Access, Power Point, 

Outlook). 

 Ability to implement design ideas and suggestions. 

 

Education, Training and Experience  

 Bachelor Degree or equivalent in Public Relations or Communications or 

related field preferred. 

 One to three years experience as a Manager of a non-profit or in a directly 

related field, preferred. 
 

Computer Software (Essential/Required) 

 Microsoft Office Suite (Word, Excel, PowerPoint, Access, Outlook) 

 Fundraising software preferred 

 

 

Please Submit Resume to: 

jobs@livebrooks.com 

NO PHONE CALLS PLEASE 
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