Carolina Caring, Inc.
Job Description
Job Title:        Development Coordinator, Annual Giving/Major Gifts
Reports To:    Executive Director, Foundation 
FLSA Status:  Exempt
Position Purpose: The Development Coordinator, Annual Giving/Major Gifts is responsible for the overall success of the annual giving program which will ensure reliable and increased philanthropic support, inclusive of direct mail appeals, grants, major gifts, social media, donor recognition and stewardship.
Essential Duties and Responsibilities:

· Manages all fund and donor development activities.

· Creates and maintains a robust donor cultivation program.
· Seeks and maintains a diverse donor base while continually identifying new resources.

· Builds long term relationships with key donor segments, to include identifying and cultivating major giving prospects.
· Develops strategy for community engagement and awareness.

· Represents the organization in public settings as appropriate.

· Ensures stewardship of all donors, making personal contacts as appropriate.

· Creates and manages content for social media presence.
· Responsible for e-newsletters and updates to staff.

· Responsible for creation of direct mail appeals.

· Engages with team in strategic planning in setting tangible fundraising goals.

· Maintains sound administrative policies and procedures.

· Ensures accurate donor records are maintained.

· Works closely with Development Coordinator to help ensure successful events and other fundraising activities. 
· Collaborates with Director of Grants in cultivating grant funders and writing grants.

· Develops a learning plan and reviews it with leader.

· Demonstrates familiarity with policies of Carolina Caring; understands and adheres to rules, regulations, and standards of regulatory bodies, QAPI program and applicable accrediting agencies. 

· Complies in a timely manner with all mandatory in-service requirements of Carolina Caring.
· Accepts other assignments as appropriate.
Job Requirements:

Education:
Bachelor’s degree – preferably in public relations, communications, or advertising.
Experience:
1. Three years of progressive and responsible nonprofit fundraising experience with one to three years of major gift experience preferred.

2. At least three years of demonstrated success in staff leadership, fundraising, partnership development and financial management.

3. Demonstrated success of effectively leading change and organizational growth.

4. Strong fund development, marketing, and public relations experience to successfully engage stakeholders, including funders, business partners, policy makers, media and communities.

5. Strong and effective oral and written communication skills.

Skills/Abilities:

· Superior presentation skills – both one-on-one and in groups.

· Strong organizational and time management skills.

· Strong communication and interpersonal skills.
· Ability to work with people from different cultures, ethnic backgrounds, and religious affiliations.

· Proficient in Microsoft Office products (Excel, Power Point and Word).

· Experience with Raiser’s Edge or other Donor Management Software

· Maintains current, unrestricted driver’s license.

· Maintains minimum automobile liability insurance for duration of employment.
Language Skills:
Strong communication and interpersonal skills including the ability to write and speak persuasively about the Foundation and Carolina Caring.  Excellent personal and written communications. 

Physical Requirements:

· Must be able to perform basic life operation skills of walking, sitting, standing, bending, reaching, twisting, talking, and hearing.
· Requires crouching/squatting, kneeling.  Hand/finger dexterity and writing.
· Must be able to perform sedentary work; and to occasionally move objects up to 10 pounds.
· Must possess the visual acuity to operate a computer terminal and to read and write extensively.
Work Environment (Low Risk)

Person(s) in this position will be exposed to conditions typical of an office environment.  Employee will be working either directly or indirectly with terminally ill patients and/or their caregivers, which can cause periods of stress, variable workloads, flexible hours, and deadlines. Must be able to travel within the community up to 50% of the time.

All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  Peripheral tasks, only incidentally related to each position, have been excluded.  Requirements, skills, and abilities included have been determined to be the minimal standards required to successfully perform the duties of the position.  In no instance, however, should the duties, responsibilities, and requirements delineated be interpreted as all-inclusive.  Additional functions and requirements may be assigned as deemed appropriate.

In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals.

Job descriptions are not intended as and do not create employment contracts.  The organization maintains its status as an at-will employer.
Note: This position description does not constitute an employment agreement between the employer and the employee and is subject to change as the needs of the employer and requirements of the position change.
Employee Acknowledgment:

I have read the above Position Description and am aware of the terms and conditions as have been outlined above.

__________________________        _______________________    _______________

Employee Name (Print)                       Employee Signature                   Date

__________________________         _______________________    ________________

Supervisor Name (Print)                      Supervisor Signature                       Date
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