
 
 

 

JOB ANNOUNCEMENT 

LGBT LIFE CENTER 

DEVELOPMENT COORDINATOR 
 

Mission:  LGBT Life Center is a trusted leader that empowers the LGBTQ communities and all people 
affected by HIV through improving health and wellness, strengthening families and communities and 
providing transformative education and advocacy.   
 

 
LGBT Life Center is seeking a Full-Time Development Coordinator.  The Development Coordinator 
provides professional staff support to the Community Development Department and is responsible for 
the planning and logistics for the agency’s annual and third-party fundraising events.  This position is 
also responsible for data entry and writing acknowledgements for all gifts received.  The Coordinator 
provides support to agency initiated projects when needed.   
 

This position reports directly to the Chief Development Officer and works closely with the Community 
Development Team.  Specific responsibilities of the Development Coordinator shall be determined by 
the Chief Development Officer and these can be revised, as necessary, with proper notification and 
training provided where appropriate.   
 
II. Essential Functions 

1. Responsible for logistics coordination and execution of annual agency fundraising events 
(Dining Out For Life, Dinner Is Served, Reel It Out Film Festival, Third Party Fundraisers); 

  
2. Works with the Marketing Manager to maintain and modify as necessary, websites for 

events;  
 

3. With proper training, records, updates, and is responsible for database information on 
prospective, past and current donors and supporters using the Raiser’s Edge platform; 

 
4. Assists Chief Development Officer in collaborative planning of annual fundraising 

appeal, special fund campaigns and donor cultivation activities; 
 

5. Responsible for gift data entry and prepares all acknowledgements for Chief 
Development Officer;    

 
6. Working closely with the Marketing team to develop and coordinate the production of 

communication media including but not limited to constituent and donor newsletters; 
 

7. Recruits committee members and volunteers for special events and activities.  Identifies 
tasks and makes assignments accordingly;   

 
8. Responsible for ordering office supplies and special event materials with approval from 

Chief Development Officer;  
 

9. Handles private or sensitive information related to agency donors and volunteers with 
discretion and confidentiality; 
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10. Demonstrated ability to work effectively with people of diverse races, ethnicities, 
nationalities, sexual orientations, gender identities, socio-economic backgrounds, 
religions, ages, English-speaking abilities, immigration statuses, and physical abilities in a 
multicultural environment;  

 
11. Experience working with the LGBT community and familiarity with issues of particular 

relevance to LGBT people;  
 
12. A passion for the Center’s work and its mission to make Hampton Roads a better place 

for LGBT people. 
 
III. Minimum Qualifications 

A BA/BS degree or equivalent combination of education and experience and 1-3 years’ 
experience in donor development and fundraising preferred.  Direct experience in non-profit 
event management and application use of Raiser’s Edge a plus.   
 
1. Possesses excellent communication skills (writing, spelling, listening, and speaking). 
2. Cooperates as a team member. 
3. Possesses problem-solving and decision-making abilities. 
4. Ability to work without close supervision. 

 5. Follows through to completion of assigned tasks. 
6. Proficiency in word processing, spreadsheet and fundraising database software. 
7. Valid driver’s license and ability to provide own transportation.   
8. Demonstrates knowledge/good judgment in matters of agency policy and procedures 
9. Sensitivity to HIV/AIDS and LGBTQ lifestyle issues. 
 

IV. Required Functional Abilities  
1. Excellent communication skills in reading, writing, and speaking English. 
2. Visual and auditory acuity sufficient to work with computer systems and interact effectively 

with volunteers, donors, vendors, co-workers, etc. 
3. Mobility sufficient to attend internal and external meetings and events as required. 
4. Ability to travel to off-site locations to conduct the business of the program, when needed. 
5. Ability to lift up to 30 pounds in order to safely transport event supplies and equipment. 
6. Ability to work flexible and occasional long hours and some weekends to meet the demands 

of the position. 
 

*LGBT, people of color, Transgender and gender nonconforming people, and individuals of diverse 

backgrounds encouraged to apply. LGBT Life Center is an Equal Opportunity/Affirmative Action Employer. 

*Compensation is commensurate with experience with competitive benefits package including 403b 

retirement plan, health, dental, vision, life and long-term disability. 

Interested applicants should send their cover letter and resume to: 
Christopher Reybrouck, 
Chief Development Officer 
creybrouck@lgbtlifecenter.org  
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