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POSITION DESCRIPTION

TITLE:


Development Coordinator
PERFORMANCE 

PROFILE SOURCE:
Management Professional

DEPARTMENT:

Development
REPORTS TO:

Vice President Marketing & Resource Development

(
Exempt


(
Non-Exempt

PRIMARY FUNCTION:

Work with VP of Marketing & Resource Development and Board to plan and execute resource development strategies and monitor progress against goals.  Support VP of Marketing & Resource Development in positioning the Board to cultivate and solicit major gifts and grants for individuals, corporations, foundations, United Way, government agencies, and others.

KEY ROLES (Essential Job Responsibilities):

Leadership
· Provide leadership and direction in the effective operation of all development activities required to fund Club operations and deliver programs within the community.

Strategic Planning
·  Assist in the development and implementation of a strategic plan for multi-year resource development efforts. 

·  Research and analyze agency, corporate, individual and foundation donor base and recommend solicitation strategies. 

·  Ensure the evaluation of development activities and identify opportunities to improve the results.

Resource Development

· Prepare and present for approval proposals for corporate and foundation support of the club, using current cultivation and solicitation materials. Prepare necessary reports required by funders.
· Assist in the solicitation of civic groups for donations and other support

· Assist with special events, including obtaining sponsorships, solicitation of gifts, and preparing related printed materials and publications.
· Design and implement direct mail programs.
· Provide support for various fundraising projects/initiatives assigned by Vice President Marketing & Resource Development, such as endowments, major gifts and planned giving.

Board Development
· Identify, recruit and train Unit Board members to participate in solicitation and other income development activities.
Partnership Development

·  Develop strategic alliances with community leaders and local officials.  Develop collaborative partnerships with other youth serving organizations, members, parents, families, funders and community organizations.

Marketing and Public Relations
·  Assist in the implementation of the marketing plan, increasing the visibility of Club development activities and maintaining good public relations.
ADDITIONAL RESPONSIBLITIES:

·  Perform other duties as assigned by the Vice President Marketing & Resource Development.
RELATIONSHIPS:

Internal:  Maintain oral and written contact with the Vice President Marketing & Resource Development, Board of Directors when appropriate, staff peers, and volunteers for the purpose of exchange of information, to provide progress reports regarding activities and planned programs, and to coordinate events.

External:  Maintain oral and written contact with other agencies, business leaders, community groups, board of directors of such organizations, and the media for the purpose of exchanging information and ideas and for the purpose of fundraising.

SKILLS/KNOWLEDGE REQUIRED:

▪
Bachelor’s degree from an accredited college or university.

▪
A minimum of three years work experience in non-profit agency operations, specifically in the fund-raising field, sales/marketing or equivalent experience.

▪
Considerable knowledge of fundraising techniques, and sources of funding for non-profit agencies and organizations.

▪
Knowledge of: the mission, objectives, policies, programs, and procedures and of the principles and practices of non-profit organizations, youth development services preferred.

▪
Ability to organize and coordinate fundraising operations.

▪
Strong oral and written communication skills.

▪
Ability to establish and maintain effective working relationships with Club staff, Board members, volunteers, community groups, and other related agencies.

▪
Knowledge of accessing and managing donor data base.

▪
Valid State Driver’s License.

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:

Work Environment:  Normal internal office environment.  Weekly travel to business locations within and surrounding the Virginia Peninsula.  Occasional weekend and evening work to support fundraising activities.

Physical & Mental Requirements:  High energy level; comfortable performing multi-faceted projects in conjunction with day-to-day activities; superior interpersonal skills; ability to get along with diverse personalities, at all times displaying tact, maturity and flexibility; good reasoning abilities and sound judgment; requires the ability to manage multiple tasks with varying deadlines.  Physical requirements include sight, hearing, sitting for four-plus hours per day, as well as bending, squatting, stooping, twisting, reaching on a daily basis.  Skills essential for successful communications include speaking and writing. 
DISCLAIMER:

The information presented indicates the general nature and level of work expected of employees in this classification.  It is not designed to contain, or to be interpreted as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job.
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