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Development Coordinator
Position Description

Position Type
Full-Time Employee with benefits.
Salaried / Exempt
Primary Objective
The Development Coordinator works under the supervision of the Deputy Director and supports the planning and execution of the Center’s fundraising and donor engagement activities. This includes fundraising efforts related to the Center’s programs and projects through events, direct mail, digital campaigns, grants, donor stewardship, and community engagement.
The Development Coordinator plays a central role in event planning and coordination, supports the development of fundraising and engagement calendars, and collaborates closely with the Communications function to align development activities with marketing and communications efforts. The position is also responsible for the day-to-day administration of the Center’s donor database and provides support to the Development Committee, a subcommittee of the Center’s Board of Directors.
Principal Duties and Responsibilities
Event Planning and Coordination
· Coordinates the planning and execution of fundraising, donor engagement, and community-facing events, including logistics, timelines, vendors, volunteers, materials, and on-site support.
· Serves as primary staff support for development-related events, coordinating internal staff, board members, volunteers, and external partners to ensure successful execution.
· Develops and maintains event planning materials such as run-of-show documents, task lists, timelines, and post-event follow-up items.
· Assists with tracking event-related budgets, registrations, attendance, and post-event reporting.
· Supports donor cultivation, stewardship, and sponsorship recognition activities.
· Assists with planning and coordination of development-related events connected to the Center’s facilities and rentals, as applicable.
Digital Marketing and Development Planning
· Collaborates with Communications function to support the planning and execution of fundraising and donor engagement efforts.
· Assists with the development and maintenance of a coordinated development and events calendar aligned with organizational communications and outreach.
· Develops basic fundraising-related content for email and social media campaigns.
· Coordinates timing, messaging, and content needs with Communications to ensure consistent and effective outreach across platforms. 
Brand and Development Collateral
· Assists with the development and coordination of development-focused marketing and promotional materials to support fundraising, donor engagement, and events.
· Works closely with the Communications function to ensure materials align with brand guidelines, messaging, and visual identity.
· Coordinates design concepts, content needs, timelines, approvals, and production of development-related materials.
· Assists with creating event-specific materials such as signage, sponsor recognition displays, donor acknowledgment materials, and branded giveaways.
· Works with internal staff and external vendors to support printing, production, ordering, and distribution of materials.
· Maintains an inventory of development and event-related materials and coordinates reorders as needed.
· Supports the creation of donor-facing materials such as sponsorship packets, invitations, one-pagers, and stewardship materials.
Direct Mail
· Assists with developing design themes and layouts for development-related mailings.
· Coordinates printing and mailing activities, including working with external vendors as needed.
· Coordinates volunteer support for mail preparation when applicable.
Administration and Database Management
· Processes donations and prepares donor acknowledgments, receipts, and thank-you communications.
· Maintains and updates automated donor communications related to development activities.
· Performs routine CRM maintenance, including data entry, record updates, and database clean-up.
· Conducts donor and prospect research and presents findings in an organized and usable format.
Grants
· Assists with researching grant opportunities and supporting proposal development.
· Assists with preparing grant reports in coordination with program staff.
Meetings and Committee Support
· Provides administrative and logistical support to the Development Committee, including meeting preparation, minutes, materials, and follow-up.
· Assists with agenda development and committee communications.
· Maintains tracking tools and documentation related to development and committee activities.
Other Duties
· Performs other duties as assigned in support of the Center’s overall activities. As is common in nonprofit organizations, this role may involve supporting a range of initiatives across the organization, with flexibility to assist where needed in alignment with the Center’s mission and priorities.

Preferred Qualifications
· Associate’s or bachelor’s degree in nonprofit management, communications, marketing, business, design, or a related field, or an equivalent combination of education and relevant experience.
· Two to four years of experience in a coordination, administrative, events, fundraising, marketing, or related support role, preferably in a nonprofit or mission-driven organization.
· Strong organizational and project coordination skills, with the ability to manage multiple priorities and deadlines.
· Strong written and verbal communication skills, with the ability to collaborate effectively across teams.
· Experience supporting events, donor engagement, marketing, or outreach activities.
· Working knowledge of digital and graphic design tools (such as Adobe Photoshop, Illustrator, InDesign, Canva, or similar), and comfort creating or coordinating visual materials.
· Proficiency with common office and collaboration tools (e.g., Microsoft Office, Google Workspace) and comfort learning new systems, including donor databases or CRM platforms.
· Experience working with volunteers, committees, board members, or external partners.
· Interest in environmental, educational, or community-based work.
Physical Demands and Work Environment
Work is performed almost entirely within an office environment and occasionally in the field. Field assignments may require some physical exertion and occasionally contend with adverse weather conditions requiring special clothing and safety precautions. Evening or weekend work to attend meetings and events is sometimes required. A flexible schedule is permitted. The position is subject to the Center’s Employee Handbook.
Salary Range and Benefits
· The salary range for this position is $45,000–$55,000 annually, commensurate with qualifications and experience. The Center offers a comprehensive benefits package, including:
· Generous paid vacation and holidays
· Health, dental, and vision insurance
· Employer-funded profit-sharing program and deferred compensation plan
· Flexible scheduling options to support work-life balance
· Additional employee benefits

To Apply
Email resume or CV with cover letter in a single PDF file to hiring@inlandbays.org. Applications will be accepted on a rolling basis, and the position is open until filled.
The Center for the Inland Bays is an Equal Opportunity Employer. We welcome and encourage applicants of all backgrounds and identities, and we do not discriminate based on race, color, national origin, sex, religion, age, disability, sexual orientation, gender identity, or veteran status.
Acknowledgment
I acknowledge that I have reviewed this position description and I understand the duties and responsibilities described. I am able to perform these duties and have discussed any exceptions or training needs with my supervisor.
I understand that the Center for the Inland Bays, Inc. is a non-profit organization with variable funding and that my job duties may be modified, temporarily or permanently, based on organizational needs and changes in funding. I understand that the Center will make every reasonable effort to provide written notice of such changes.
I understand that my employment with the Center is at-will, meaning either the Center or I may terminate employment at any time, with or without cause or advance notice. This document is not a contract of employment and does not guarantee terms or duration.
If I have questions about duties not specified in this description that I am asked to perform, I understand that I should discuss them with my immediate supervisor and/or the Executive Director.
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