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Fundraising Specialist / Project Manager 
Reports to: Development Manager or Development Director 
Key Responsibilities
Prospect Research

· Research potential funders/prospects (as assigned), including reviewing fit, identifying guidelines and updating deadline, and attachments information; provide demographic and social data research to strengthen proposals 
· Assist to secure funds through outreach (requests for support) to funders/grantors and corporations for grants, sponsorship and project support 

· Meetings, calls and emails 
Database and List Management 
· List management 
· Subscribe to key list serves and provide weekly updates to Principal (CYF-Listserv; State Register; grants.gov RSS feed)

· Client database management and clean up (Access, Sales Force, E-Tapestry, Raiser’s Edge, OneCause)

· Record all donations on an ongoing basis in donor database

· Update donor records (contact information, deadlines, guideline updates); maintain a clean, accurate database

· Generate acknowledgments for gifts to individual/corporate/foundation donors upon request, including updating copy, mail merging data, printing and mailing
· Design and run reports and imports

· Develop adeptness with multiple CRMs and fundraising softwares to assist with database management: process funding, sponsorship and auction/game updates; receive and input donation information (including contact info and date of receipt) in databases, client calendars and funding report spreadsheets in a timely manner
· Coordinate and execute queries and mailing lists (from databases and Excel) for invitations, newsletters, communications and fundraising campaigns
Fundraising and Events 
· Create and assist with fundraising strategies to support annual appeals, campaigns, grant funding, and events
· Write effective and tailored fundraising copy and messages for multiple platforms and print 
· Write online submissions, LORs and LOIs in response to project and sponsorship requests
· Prepare attachments to grant proposals, 2nd signer process  
· Create grant templates
· Process all funding updates; receive and input donation information (including contact info and date of receipt) in client calendars and funding report spreadsheets in a timely manner
· Write event scripts and develop effective program PPT presentations 
· Provide support to the Development and Event team surrounding major events, as needed including - 
· Auction/game solicitation, organization (bundling) and set up at events 

· Registration (entry/tracking, list management, follow up)

· Name tags 

· Program and event materials bundling 
· Corporate sponsorship – identification, outreach, and follow up 
Monthly Reports and Invoices 

· Assist in developing and reviewing monthly reports 

· Assist with monthly invoices; support as back up 

· Assist with Accounts Receivable and reaching out to clients 

Web Development 

· Creation of site layout/user interface from selected design concepts by using standard HTML/CSS practices

· Design, build, or maintain web sites, using authoring or scripting languages, content creation tools, management tools, and digital media

· Placement and layout of web site pages given client provided content

· Perform website updates 
Experience/Qualifications
· Bachelor's degree or equivalent work experience
· Development experience working with nonprofit organization(s); private and public sector, grant writing/fundraising experience preferred
· Self-starter with strong attention to detail, problem solving skills, and demonstrated ability to be flexible in work assignments 
· Organizational skills including the ability to multi-task, prioritize assignments, maintain data maintenance systems, and meet multiple deadlines 

· Excellent writing/editing/drafting skills, research and information compilation skills

· Excellent interpersonal communication skills, demonstrated ability to work independently as well as with teams
· Strong attention to detail

· Excellent data and computer skills: Microsoft Office Suite, especially Excel
[image: image1.png]