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Fundraising Specialist 
Reports to: Director or VP  
Key Responsibilities
Grants
· 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 
· Prepare grant proposals/LOIs-LORs for general operating and programmatic support; submissions and tracking 
· Review grant budgets and other required attachments to ensure all items/forms needed are requested of the client in a timely and sufficient manner for deadline submission.  

· Assist to secure funds through outreach (requests for support) to funders/grantors and corporations for grants, sponsorship and project support 

· Meetings, calls and emails 

Individual Giving, Communications and Events 

· Create and assist with fundraising strategies to support annual appeals, campaigns, top donor prospects, and events
· Write wealth screens and set up 1:1 top donor meetings; manage meeting schedules and provide updates and outreach
· Client database management and clean up (Access, Sales Force, E-Tapestry, Raiser’s Edge, OneCause)

· Record 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 
· Mail merging data, printing and mailing
· Design and run reports and imports

· process funding, sponsorship and auction/game updates; receive and input donation information (including contact info and date of receipt) in databases, 
· Assist with development of communications calendars/timelines, schedules for 1:1 meetings 
· Write effective and tailored communications and fundraising copy for multiple channels and print (FB, L, Twitter); post and send as needed   
· Write event scripts and develop effective PPT presentations 
· Provide strategy and support for 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 
· Work with managers to assist with outreach to clients, project and budget management and to develop and review monthly reports 

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
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