
Page 1 of 6 
 

 
 

Job Opening: Development Manager 
 
About HARC 
 
HARC, Inc. (Health Assessment and Research for Communities) is a nonprofit 501(c)3 
organization, founded in 2006, located in Palm Desert, CA. Visit www.HARCdata.org to 
learn more about us, our team, and what we do.  
 
HARC provides research and evaluation services that relate to health, wellness, and 
quality of life. HARC conducts community-based research.  
 
Our research and evaluation is focused on improving lives where people live, work, 
learn, and play. To HARC, “health” includes all the social determinants of health, like 
education, housing, safety, economic stability, employment, and equity.  
 
HARC provides the information that organizations need to do their best work and 
improve lives. Our clients and data users are other organizations—including nonprofits, 
educational institutions, businesses, cities, and county departments. We help them to 
better understand the needs in their community and to measure the impact their work is 
having.  
 
We have two major lines of work: 

1. The Coachella Valley Community Health Survey 
2. Customized research and evaluation consulting for clients (primarily nonprofits) 

 
 
About the Job Opening 
 
Position Title: Development Manager 
Location: Palm Desert, CA 
Position: Full-time (1 FTE) 
Reports to: CEO Dr. Jenna LeComte-Hinely 
Description: The Development Manager will be in charge of four main tasks: 
fundraising (both individual philanthropy and organizational giving), grant-writing and 
grant management, events (hosting HARC’s annual Workplace Wellness Event each 
year) and communications (social media).  
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Primary Responsibilities: 
• Fundraising and Donor Engagement:  

o Identify and cultivate relationships with donors (individual and 
organizational), create customized solicitation strategies and steward gifts 
appropriately. This includes maintaining donor databases, developing 
relationships with donors, timely and accurate processing of gifts, 
acknowledgments and reporting on fundraising results, and generates 
donor communications. 

o Creating and implementing annual fundraising campaigns including 
developing/sending mass mailings. 

o Developing effective working relationships with donors and volunteers to 
nurture their connection to the organization and instilling a culture of 
philanthropy.   

• Grants:  
o Apply for relevant grants to support HARC’s work. This includes 

researching grant opportunities; gathering information from researchers 
to coordinate/write grant proposals for government, corporate, and 
foundation funds. 

o Develop/maintain effective, long-term working relationships with grantors 
to facilitate approvals of grants; and following up with grantors to 
determine/monitor grant status. 

o Lead the grant reporting process (supported by other staff).  
• Events:  

o Develops and coordinates the Workplace Wellness Event each year to 
generate funds, recognition, and clients for the organization. This includes 
planning the budget, locating and booking facilities, food, entertainment, 
and equipment; soliciting donations and participation; planning and 
organizing ticket sales; attending the event to coordinate activities and 
ensure the event runs smoothly; oversees promotion and marketing of the 
event. Conducting follow-up after the event (thank you’s to speakers, etc.). 
Conducts an appraisal after the event to determine its success and 
improvements needed the next time the event occurs. Develops and 
maintains sponsor and participant databases. 

o Explore the possibilities of other events, such as friend-raising fundraising 
private gatherings hosted by donors or Board Members; make 
recommendations as to whether HARC should engage in these types of 
events, and if so, lead the event planning and implementation.  

• Communications:  
o Works with the Research Assistant to maintain regular posts on all of 

HARC’s social media channels. The Research Assistant will be responsible 
for posting content related to client services and research projects; the 
Development Manager will be responsible for posting content related to 
events, contributions, and grants. 

o Creation and production of fundraising materials, including brochures, 
press releases, advertisements, newsletters articles, proposals, annual 
reports, collateral, etc.) 

Potential other duties as assigned to achieve HARC’s fundraising goals.   
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Schedule 
• Work is typically performed between 8:30 am and 5:00 pm, Monday through 

Friday, but there is flexibility; outside of calendared meetings, work can be done 
when it is convenient for the employee. 

• Flextime/flexplace is allowed and encouraged to support work-life balance:  
o Currently, staff work from home due to the pandemic.  
o In fall 2021, we may return to working in the office one to two days per 

week, pending on public health recommendations. 
• Occasional weekend, early morning, or evening work may be required. 

 
Working Conditions (currently): 

• Work from home, via personal computers and remote desktops. 
• Zoom meetings, conference calls, etc.  
• Occasional visits to the office (to check the mail, deposit checks, mail out items, 

etc.).  
• Little travel.  

 
Working Conditions (post-pandemic, hopefully resuming in Fall 2021):  

• Shared office environment (open cubicle design) 
• Work-from-home 2 to 3 days per week, in office 2 to 3 days per week. 
• Noise level is moderate (e.g., computers, printers, phone conversations, etc.). 
• Travel 1 to 2 times per week to meet with potential funders/partners in Southern 

California.  
 
Compensation 

• This position is salaried; annual pay ranges from $60,000 to $65,000, depending 
on experience and fit. Pay will be at the lower end if the candidate meets most of 
the “must-haves”; pay will be on the higher end if the candidate meets all of the 
“must-haves” and some of the “would like to haves”.  

• Mileage is reimbursed at the federal rate. 
• Reimbursement for health insurance, dental insurance, and life insurance (for 

self and dependents), up to $800 per month. 
• Cell phone/home internet allotment of $100/month. 
• 401K plan available; employer matching up to $100/paycheck. 
• 11 paid holidays per year. 
• 18 days of paid time off (PTO) per year (PTO benefits begin on the first day of 

employment and are accrued monthly), increases with tenure. 
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Other Important Factors 
• This is a new position within HARC’s organizational structure. As such, the new 

hire will be expected to build an infrastructure of the position’s Primary 
Responsibilities and educate the rest of the staff about development overall. The 
new hire will need to provide counsel and direction regarding fundraising 
activities while educating staff on development and its activities fostering a 
healthy and collaborative fundraising culture across the organization. 

• HARC does not currently have any donor management software, nor does HARC 
have an extensive list of individual donors. The new hire will be starting these 
from the ground up.  

• All positions at HARC begin with a three-month probation period. During this 
period, the new hire will have regular meetings with the CEO to discuss 
performance and progress. Should performance not be deemed sufficient, 
employment will be terminated during the probation period.  

• Employees at HARC, Inc. are employed on an at-will basis. This means that the 
employment relationship may be terminated at any time with or without reason 
or advance notice by either the employee or the Company. 

 
Diversity, Equity, and Inclusion 
HARC, Inc. is committed to fostering a diverse workforce, and maintaining a workplace 
that is equitable, inclusive, and safe for all employees. From recruiting practices, to pay 
and benefits, promotions, and all other aspects of employment with us, an environment 
of equity is of the utmost importance. 
 
We not only recognize that our employees comprise a wide range of backgrounds and 
characteristics, but we believe those differences should be celebrated and valued. 
Whether it is race, religion, gender, national origin, ancestry, color, language, age, 
marital status, sexual orientation, gender identity, gender expression, physical or mental 
disability, medical condition, veteran status, or any other characteristic, these are parts 
of each of you that contribute to your experiences as humans, and ultimately to the 
knowledge and expertise that make you a valuable asset to the Company. 
 
 
Non-Discrimination Statement 
HARC is an equal opportunity employer; we do not and shall not discriminate on the 
basis of race, color, religion (creed), gender, gender expression, age, national origin 
(ancestry), disability, marital status, sexual orientation, or military status, in any of its 
activities or operations. These activities include, but are not limited to, hiring and firing 
of staff, selection of volunteers and vendors, and provision of services. We are 
committed to providing an inclusive and welcoming environment for all members of our 
staff, clients, volunteers, subcontractors, vendors, and clients. 
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About Our Ideal Candidate 
 
Must-Haves (Required): 

• Knowledge, Skills, and Abilities: 
o Demonstrated effectiveness in fundraising campaigns, individual donors 

and organizations 
o At least three years of experience fundraising for nonprofit organizations, 

including individual and organizational asks. 
o At least three years of experience in grant-writing. 
o Successful track record of coordinating events (at least three events). 
o Experience with social media (Facebook, Twitter, Instagram, LinkedIn). 
o Proficient in Microsoft Office (including Word, Excel, PowerPoint; there 

will be a basic proficiency test). 
o Strong oral and written communication skills, including the ability to 

compelling articulate HARC’s mission. 
o Cultural competency and respect for persons (many clients are LGBTQIA, 

communities of color, low-income, etc.). 
• Personality and Work-Style: 

o Ability to take initiative, work independently, make decisions with 
minimal supervision. 

o Ability to manage multiple tasks/projects, prioritize, and meet deadlines. 
o Outgoing, confident personality; not afraid to make asks.  
o Passion for serving your community and improving lives. 

• Other: 
o Valid driver’s license, personal auto insurance, and functional personal 

vehicle to allow for travel within Southern California. 
o Functional personal computer to access the in-office computers from 

home via remote desktop. 
o Familiarity with the Inland Empire community, especially as it pertains to 

philanthropy. 
 
Additional Would-Like-to-Haves: 

• Knowledge, Skills, and Abilities:  
o Demonstrated ability to fundraise for organizations that do not provide 

direct services (e.g., professional associations, organizations that provide 
capacity-building services to other nonprofits, etc.).  

o Demonstrated ability to successfully write grants for organizations to 
conduct research or evaluation services.  

o Experience with CRM/donor database management software. 
o Graphic design expertise. 
o Fluent in Spanish (reading, writing, speaking). 

• Personality and Work-Style: 
o Passion for research/evaluation/all things data geeky. 
o Passionate and knowledgeable about social determinants of health. 
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Other Information 
 
HARC is committed to being inclusive of disabilities; if you require accommodation of 
any type, please let us know. We are happy to be flexible to meet your needs! 
 
To Apply 
Please submit the following materials to Dr. Jenna LeComte-Hinely, CEO of HARC: 
jlecomte-hinely@HARCdata.org 

1. Cover letter 
2. Résumé /CV 
3. Work sample (e.g., a fundraising campaign you created, an ask letter, a social 

media campaign, etc.) Note: if the project was collaborative, please include a note 
indicating which portions you were responsible for. 

 
If you have experience in graphic design, infographics, social media, etc., please feel free 
to send a work sample of those along with your materials.  
 
Hiring Process and Timeline 
This position is open until filled. We hope to hire a candidate in June or July. You 
should get an email from a HARC staff member within one week of applying. If you do 
not, please give us a call after one week has passed. 
 
Our process is typically as follows: 

o Vetting candidate letters and résumés/CVs/work samples 
o Phone interviews for qualified candidates 
o In person-interview for top three to five candidates; request references 
o Check references for top three to five candidates 
o Job offer to top candidate 

mailto:jlecomte-hinely@HARCdata.org
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