
 
 

POSITION DESCRIPTION 
 
TITLE: Coordinator of Development 
 
DEPARTMENT: Communications and Development  
 
REPORTS TO: Director of Communications and Development  
 
STATUS:  Exempt  
 
PRIMARY FUNCTION: 
Identifies, researches, cultivates and solicits planned gift prospects and donors. 

Prepares correspondence, proposals and reports. Conducts face-to-face solicitations, 

involving alumnae and undergraduates, as appropriate. Generates income through 

campaigns targeting individuals and chapters/alum associations. 

 
KEY ROLES (Essential Job Responsibilities): 
Strategic Planning 
1. Contribute to the planning and implementation of the strategic plan regarding 
activities relating to donor solicitations and other fundraising efforts. 
Resource Development 
2. Contribute to attaining financial support: 

 Identify and cultivate donors from within and outside of the DPhiE network 

 work with management to solicit undergraduates for donations and other support; 
and 

 plan and implement special fundraising events. 
Resource Management 
3. Manage administrative and operational systems to: 

 track fundraising income, compile income status reports and variance reports; 
and 

 recognize contributions with acknowledgment letters and special recognition 
events.. 

4. Ensure a productive working environment, providing staff support to management on 
fundraising issues. Represents staff at various director and staff meetings, assists in 
mailings, writes follow up letters and enters necessary data regarding donors. 
5. Performs other related duties and responsibilities as required or as assigned. 
 
 
 
 



 
 

RELATIONSHIPS: 
Internal: Maintain close, daily contact with Executive Team to exchange information, 
seek and give assistance, consultation and direction. Maintains contact with financial 
staff and support staff. Maintains verbal and written contact with volunteers and 
volunteer committees. 
 
External: Maintain contact with community and corporate leaders, universities, parents 
and both undergraduate and alumnae members to seek financial support and provide 
information regarding club activities and needs. 
 
SKILLS/KNOWLEDGE REQUIRED: 

 BA/BS Required 

 Demonstrated experience in development work, ability to solicit gifts though 

verbal and written solicitations, and success in all phases of cultivating, soliciting 

and stewarding gifts from individuals and foundations.* 

 Ability to relate to individuals at all levels and establish long-term relationships 

with donors and prospective donors. 

 Ability to communicate vision and mission of the Foundation. 

 Travel is 75%. 

*This is not a fundraising events position. 

PHYSICAL REQUIREMENTS: 
Must be able to travel and lift up to 10 pounds. 

DISCLAIMER : 
The information presented indicates the general nature and level of work expected of 
employees in this classification.  It is not designed to contain, nor to be interpreted as, a 
comprehensive inventory of all duties, responsibilities, qualifications and objectives required of 
employees assigned to this job. 
 

 


