DRAFT

Status: Non-Exempt

DEVELOPMENT COORDINATOR-GRANT WRITER 
Definition
The Development Coordinator-Grant Writer supports the Development Officer with coordination of development activities. This includes grant writing and reporting, database updates, gift tracking and reporting, campaign development and implementation, direct mail, monthly and online donations, donor communications, special event support, and donor management/prospecting. The position works across Missoula Aging Services (MAS) to support all fundraising initiatives, ensures Agency compliance, develops and monitors program outcome measurements, and provides consistent, timely fundraising support.

ESSENTIAL DUTIES
(The following are intended to illustrate typical duties; they are not meant to be all inclusive or restrictive)
 
1. Supports the Agency’s mission, vision, values, and philosophy and fully participates in the Agency’s goals, objectives, and strategic initiatives.
2. Grants
a. Serves as the primary coordinator for all MAS grant activity by coordinating, writing, reviewing, editing, and submitting grant proposals and reports in alignment with grant requirements, working collaboratively with program managers and program directors to obtain required content and data.
b. Fosters existing relationships and cultivates new relationships to support grant writing objectives.
c. Researches grant availability through public and private sectors.
d. Evaluates Requests for Proposals (RFPs) for alignment with Agency mission and program needs.
e. Maintains and updates the tracking system of all annual grant proposals including contact information, due dates, requested and awarded amounts, and the status of completed and upcoming reports.
f. Maintains records of relevant data including surveys, assessments and information to be used in grant proposals and reports.

3. Relationships
a. Works in partnership with the Development Officer to develop and foster long-term relationships with mid-level donors (annual gifts of $250–$1,000) and to steward relationships with organizational funders, including event sponsors, local businesses, nonprofit partners, and professional associations, through targeted fundraising and engagement strategies.
4. Development and Fundraising Support
a. Assists with corporate sponsorships, including previous, current and new businesses. 
b. Coordinates special donor campaigns in conjunction with Development Officer. 
c. Coordinates creation and delivery of sponsorship and/or donor campaign packets.
d. Assists with direct mail campaigns.
e. Coordinates monthly and online donation processes.
f. Conducts prospect research for new sponsorships for fundraising events.
g. Follows up with donors as requested to identify specific donor intent.
h. Assists with fundraising outreach and communications activities such as reviewing/editing development and fundraising materials. 
i. Accepts and completes special projects as assigned.
5. Donor Communications
a. Creates and mails donor communications including gift acknowledgement(s) and receipts in a timely fashion (within 72 hours after gift entry in database).
b. Assists with donor thank you calls. 
c. Tracks donor communication preferences in database and communicate accordingly.
d. Enters updates into the donor records database.
e. Creates and proofreads development materials.
6. Special Event Support
a. Manages and supports fundraising campaigns and initiatives, including Missoula Gives, Giving Trees, Giving Tuesday, MAS website, email campaigns, March for Meals, and the annual Jewelry Sale.
b. Coordinates special fundraising events, including planning, set-up and tear-down, post event accounting, and timely guest and donor acknowledgements.
c. Attends fundraising and community events and coordinates onsite logistics and support tasks as needed.
7. Practices positive teamwork (i.e., practices collaboration and open communication; embraces perspectives and talents of all people; is open to change and continuous improvement; encourages and empowers others to achieve.)
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8. Performs related duties as assigned.
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SUPERVISION RECEIVED
Works under the general direction of the Development Officer.

SUPERVISION EXERCISED
None.

WORKING RELATIONSHIPS
The work entails interacting with Missoula Aging Services employees, donors, foundations, volunteers, vendors, and other sectors of the general public. This individual has regular interaction with stakeholders to communicate important agreements that require tact, a sense of timing, the ability to engender trust and sensitivity to diverse audiences. 

PHYSICAL/MENTAL DEMANDS & WORKING CONDITIONS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This position requires remaining stationary about 70% of the time, frequent use of computers and office equipment, frequent movement throughout the facility including stairs, and frequent positioning to access all areas of the building. It also requires close visual attention, moving boxes up to 30 pounds for various needs. The employee frequently (45%-70% of the time) works alone with frequent deadlines. The position requires high attention to detail on a regular basis (45%-70%) of the time.

Employee works in office environment free of excessive noise or other disagreeable elements, where temperature is regulated with less than 10-degree Fahrenheit variation. Intermittent travel within Missoula is required less than 15% of time. Travel outside of Missoula may be required. Use of a personal vehicle required. Must possess a valid driver’s license and maintain vehicle insurance as required by MT law. 

QUALIFICATIONS
Knowledge: Above-average knowledge of grant writing processes and best practices, including research, proposal development, and reporting requirements. Demonstrated knowledge of budgeting principles as they apply to grants and fund development. Working knowledge of fund development activities, including donor cultivation, annual campaigns, online giving platforms, planned giving, fundraising and event planning. Strong knowledge of developing, maintaining, and fostering interpersonal relationships, including active listening and customer service standards in person and by phone. 
Skill: Excellent grant writing skills, with proven skill in organizing people and fund development programs, projects, and work processes to meet multiple deadlines. Demonstrated influencing skills and the ability to adapt to others’ needs and behaviors. Proven skill in public relations, organizational communication, and development planning. Considerable skill in leading and working with diverse groups and individuals. Proven skill in the use of personal computer and Microsoft Office Suite and related software programs. Considerable skill in using Donor Management software programs. Considerable skill in interpersonal relations, including written and oral communication. 
Ability: Ability to work effectively within a team-based cross-functional environment. Ability to successfully interact and collaborate with individuals of diverse backgrounds and viewpoints. Ability to work with minimal supervision, maintain confidentiality, and function in a fast-paced environment with frequent deadlines. Ability to exercise a high level of discretion in handling sensitive information and financial data. Demonstrates the ability to communicate clearly in both written and verbal form so information is understandable and actionable. Strong ability to interact comfortably with donors, foundations, and stakeholders via phone, email and in-person regarding monetary donations.
Education and Experience: The knowledge, skills and abilities described above are typically acquired through a four-year degree in English, Business or Public Administration or related field (e.g., public relations, marketing, communications, business administration, journalism) and two (2) years of grant writing experience within the field, OR a suitable combination of education and experience. Volunteer work may be considered in evaluating work experience. Experience with and training in grant writing is required.

COMPETENCY
Professionalism: Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments.
Quality: Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve performance; Monitors own work to ensure quality.
Quantity: Meets productivity standards; Completes work in timely manner; Strives to increase productivity.
Safety and Security: Observes safety and security procedures; Reports potentially unsafe conditions; Uses equipment and materials properly.

PERSONAL ATTRIBUTES
It is essential for this position to be open-minded and flexible regarding work to be performed. This position will require a great amount of self-motivation, self-directedness, and discipline. Must be able to work and perform under moderate to high pressure. A high level of organizational skill is necessary in receiving and prioritizing projects and clients. Must be willing to assist other team members as needed without direction to do so. Teamwork and flexibility are essential to this position and to the Agency.

It is essential that the person in this position understand the policies and procedures as set out by management, and work as a team member for the good of the Agency. This position may be cross trained in other areas of the support staff duties. 

I understand that this job description is presented as a matter of information only and nothing contained in this job description shall be construed as an agreement or contract of employment between Missoula Aging Services and the employee. 

I acknowledge receipt of job description and have read and understand the duties outlined above.


Employee Signature: _______________________________ Date: ______________
Supervisor Signature: ________________________________ Date: ______________
Program Director Signature: ___________________________ Date: ______________
HR Director Signature: _______________________________ Date: ______________
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