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Hardy Girls Healthy Women O m e

Job Description for Development Coordinator

creating hardiness zones
for girls and women

Title: Development Coordinator

Reports to: Executive Director

Hours: 25 hours per week flexible schedule and ability to work remotely
General Summary:

The development coordinator will be responsible for coordinating Hardy Girls Healthy Women’s
fundraising activities including fundraising appeals, special events, grantwriting, and working with
the Board of Directors on fundraising initiatives including donor cultivation. The development
coordinator will also be responsible for improving and expanding fundraising strategies and
programs.

Essential Job Functions:

Coordinates a comprehensive development program that generates individual donors, foundation,
philanthropic and corporate support through:

¢ Fundraising Appeals

0 Leads strategies and research to identify, prioritize, cultivate, solicit, recognize and
steward all donors and prospects

o Manages individual donor campaigns, annual fund and special appeals

o Collaborates with staff to ensure that publications and website include donor-focused
content

¢ Special Events

o Plan and coordinate special events and fundraising programs including the Fore the Girls
golf tournament, Girls Rock! weekend, house parties, and other community programs.

¢ Donor Cultivation

o In coordination with Executive Director and Administrative Assistant, manages a
database of donors and prospects

0 Assists Executive Director and Board of Directors in managing portfolios of major donors
and prospects

0 Assists Executive Director and Board President in working with board to enhance
development efforts

¢ Grantwriting

o0 Research and develop grant proposals, grant reports and maintain relationships with
grantors

Education: Required - Bachelors Degree

Experience: Three years of related experience required. Additional education may be substituted for
years of work experience.

Application Process: Please submit a cover letter and résumé along with a sample fundraising
appeal for a Hardy Girls Healthy Women program to:

Megan Williams, Executive Director

14 common street « p.o. box 821 « waterville, me 04903-0821
207.861.8131 tel ¢ 207.615.0514 fax
info@hghw.org « www.hghw.org



Hardy Girls Healthy Women
megan@hghw.org
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