
 
Position Title: Development Manager 
Status: Full-Time | Exempt 
Reports to: Vice President for University Advancement 
Location: Claremont, CA 

ABOUT CLAREMONT LINCOLN UNIVERSITY: 

VISION: The vision of Claremont Lincoln University is a world that lives by the golden rule; a world in which disputes 
between those that have conflicting views are addressed peacefully without violence. 

MISSION: The mission of Claremont Lincoln University is to be a place where students learn how to treat others as they 
would like to be treated. Students learn the skills necessary to understand differences among religions, governments, 
other organizations, and individuals; how to respect those differences; and how to cooperate and collaborate with those of 
different viewpoints to resolve problems between them peacefully without violence. Our students will integrate 
self-knowledge with critical perspectives and contemporary skills to create sustainable social change-how to implement 
the golden rule. Claremont Lincoln University embeds the golden rule in the Claremont Core® which teaches the skills of 
mindfulness, dialogue, collaboration, and change. 

VALUES: 

COMPASSION – Follow the Golden Rule: Do unto others, as you would have them do unto you. 

INTEGRITY - Be consistent and transparent in our values, actions and outcomes. 

RESPECT – Value and be mindful of others’ views and traditions. 

DILIGENCE – Have a commitment to continually improve and the strength to make a difference. 

INDIVIDUAL RESPONSIBILITY – Hold ourselves accountable; deliver on our promises. 

INNOVATION – Strive to define new ways to make education better. 

LOYALTY – Support and allegiance to CLU and its mission. 

SOCIAL IMPACT – make the world a better place. 

SERVICE - provide a quality educational experience to all that encounter CLU. 

PURPOSE OF THE POSITION: Reporting to the VP for University Advancement (VPUA), the Development Manager 
(DM) plays a critical role in helping CLU reach fundraising goals. As a key member of a growing Advancement Team, the 
DM is responsible for forging relationships and raising funds in support of the University’s programs. The job requires a 
hard-working, entrepreneurial spirit, and a desire to elevate the CLU brand to new levels of awareness and engagement 
within the philanthropic community. The DM will lead the growth of a portfolio of CLU’s individual, corporate and 
foundation donors. The DM will work collaboratively across departments, including the executive team, faculty, and staff, 
to increase and diversify revenue in support of CLU programs. 

RESPONSIBILITIES: All responsibilities are presumed to reflect the effective implementation of best practices. 
Technology will be leveraged as an enabler whenever practical. Internal controls will be installed to ensure that all 
activities comply with acknowledged standards of fiduciary due care, non-conflicts of interest and confidentiality. 
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Primary responsibilities for the position include developing and executing excellent and creative (and sometimes “outside 
the box”) fundraising strategies; building, managing and growing a portfolio of individual, corporate, and foundation 
funders; identifying and engaging new prospects; researching, developing, and writing grant and sponsorship proposals; 
executing excellent donor engagement activities; tracking and monitoring grant and donor cycles. 

● Create strategies, develop and conduct the day-to-day management of an Annual Giving Plan through the 
identification, cultivation and solicitation process for a portfolio of mid-level individual donors ($500 - $5,000); 

● Engage and manage targeted corporate and institutional donors throughout the donor cycle (research, cultivate, 
ask, steward), fostering ongoing connections and partnerships, setting goals for each donor, assigning and 
managing appropriate “ask” teams, events, and activities; 

● Manage grants program, including research, maintaining a grants calendar, submitting LOI’s and writing and/or 
editing proposals in partnership with VPUA, faculty, and staff in support of existing and new programs; 

● Develop effective grant proposals and fundraising materials that persuasively articulate the University’s mission 
and programs with a strong case for support; 

● Conduct major donor prospect research, prepare briefing reports, and recommend strategies, acting as consultant 
for VPUA and Executive Team as needed; 

● Track and record donor meetings and communications in CRM database, and ensure stewardship plan is 
implemented. 

● Provide a detail-oriented approach to assigned key performance indicators, producing reports and weekly updates 
on progress; 

● As an integral part of a small, collaborative Advancement Department, support overall fundraising goals with 
additional tasks as assigned, fostering a supportive and collaborative culture of philanthropy within the 
department, and within the organization; and 

● Performs miscellaneous job-related duties as assigned. 

QUALIFICATIONS: 

Minimum Education and Experience: 

● Bachelor’s degree and three to five years’ work experience at a nonprofit organization or in the field of 
fundraising/development or corporate social responsibility; 

● Some grant-writing and/or grants management experience; 
● Annual giving and/or major gifts experience; including understanding of how to implement a “moves management” 

plan; 
● Successful experience with making asks; and 
● CRM or donor database platform experience. 

Knowledge, Skills, Abilities: 

● Ambitious hard worker who is unflappable and tenacious with a demonstrated ability to meet fundraising goals; 
● Courageous networker who enjoys matching donors’ passion with CLU’s needs; 
● Understanding donor-centric strategies and the ability to develop unique proposal ideas to meet donors’ personal 

objectives; 
● Highly creative, strategic, energetic, and passionate about CLU’s mission; 
● Ability and desire to create systems, plan, adapt, lead and execute with great attention to detail and follow up; 
● Deadline- and goal-driven; detail-oriented, flexible and well-organized; 
● Ability to routinely handle donor information in a confidential and ethical manner; 
● Demonstrated ability to think strategically, problem solve and manage multiple tasks concurrently; 
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● Excellent written, verbal and presentation skills; 
● Positive attitude, excellent interpersonal skills, and the ability to work cooperatively with others in a team-oriented, 

fast-paced and exciting work environment; 
● High degree of software literacy – ability to use Google Suite, Apple Suite, and/or Microsoft Office Suite; 
● In-Design/Photoshop knowledge and/or experience is a bonus; 
● Ability to work with and maintain highly confidential information; and 
● Punctuality and dependability are critical requirements for this position. 

Salary and Benefits: $65K - $80K, depending on experience. CLU offers an excellent benefits package. 

How to Apply: Please submit in PDF format a resume and cover letter, along with the names, emails, and phone 
numbers of three references. (We will notify you before contacting references.) Please also submit one to two writing 
samples and/or collateral materials you have created and email to giving@claremontlincoln.edu  

Notice: The intent of this job description is to provide a representative and level of the types of duties and responsibilities 
that will be required of positions given this title and shall not be construed as a declaration of the total of the specific duties 
and responsibilities of any particular position. Employees may be directed to perform job-related tasks other than those 
specifically presented in this description. Claremont Lincoln University is an Equal Opportunity Employer and embraces 
diversity as a critical step in ensuring employee, student and graduate success. We are committed to building and 
developing a diverse environment where a variety of ideas, cultures and perspectives can thrive. 
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