
Job Description:  Development Coordinator – Suffolk Center for Cultural Arts 
   
 
General Position Summary: 
 
The Suffolk Center for Cultural Arts is seeking qualified, enthusiastic applicants for the full-time 
position of Development Coordinator. If you are detail-oriented, have a passion for the arts, and 
thrive in a fast-paced environment, we invite you to apply to become part of our team.  
 
The Development Coordinator is responsible for handling all aspects of our membership program, 
including data entry, record keeping, and gift acknowledgments. The Development Coordinator 
will manage our donor database, assist at special events and performances, and provide vital office 
support for our administrative team. This is an opportunity to support the arts and work in a 
creative, nonprofit setting. 
 
To apply, please email your resume, cover letter, salary history and requirements to Susan Stone by 
June 1, 2021 at susan.stone@suffolkcenter.org. After June 1, applications will be accepted but may 
not receive priority consideration. 
 
 

Responsibilities: 
 
Membership Coordination 
 Work with Development Director and Membership Committee of the Board to develop and 

implement plans to recruit new members and to retain current members 
 Responsible for membership inquiries: handling all questions, information requests, and 

concerns regarding membership, managing member benefits 
 Management of membership/donor database including gift acknowledgement and donor 

recognition, maintaining and updating membership records 
 Produce and mail monthly renewal and lapsed membership notices 
 Develop and maintain member communication schedule 
 Collect membership data, track membership statistics and prepare reports 
 Work with Marketing Director to prepare membership marketing materials as needed 
 Work with Development Director to organize events and activities for existing and prospective 

members  
 
Giving Campaigns and Solicitations 
 Work with Development Director in planning and implementing giving campaigns, including 

Annual, Capital, Endowment, and Planned Giving endeavors 
 Record, analyze and provide giving statistics resulting from campaigns and solicitation efforts 
 
Fundraising Events 
 Work with Marketing Manager to produce and distribute printed materials for annual fundraiser 

and other special events including the distribution of mailings and communications for the 
event 

 Manage records pertaining to fundraisers including ticket sales, sponsorships, guest list, ad sales, 
raffle sales, auction sales, income and expenses.  Record, analyze and provide attendance, 
participation and income data from events 

 Assist volunteers on the Special Events Committee, as well as assist with each fundraiser as 
needed 

 



 
General Office Support 
 Order office supplies and provide office organization and support 
 Provide vendor management for contractual vendors 
 Provide general reception duties 
 Assist with maintaining rental, performance, and staff calendars 
 Assist box office with ticket sales 
 Assist Executive Director with correspondence, scheduling, filing, and other administrative 

duties 
 Assist Special Events Manager with facilities rentals 
 Support Development Director and Executive Director and the organization as a whole as 

assigned 
 Assist at performances and Gallery events as needed 
 Other administrative duties as assigned 
 
Database Management 
Including:  Donor & Gift Data Maintenance, Mailing Lists, Gift Acknowledgement, Donor 
Recognition, Maintenance of Financial Data & Reporting 
 

 
Qualifications 
 Minimum of two years of fundraising experience preferred 
 Experience in working with volunteers preferred 
 Ability to think creatively and take initiative 
 Ability to work independently 
 Excellent customer service skills 
 Excellent verbal and written communication skills 
 Ability to work productively in a fast-paced environment as part of a team 
 Ability to relate well to diverse groups:  Board, donors, members, patrons, public, co-workers 
 Ability to work evenings and weekends as needed 
 Proficient in Excel, including advanced features 
 Proficient in Microsoft Word 
 Proficient in Donor Perfect or other donor database management systems 
 Commitment to the Suffolk Center’s mission of encouraging and advocating the visual and 

performing arts  
 
About the Suffolk Center 
 
Housed in the historic Suffolk High School, the Suffolk Center for Cultural Arts is 
the premier visual and performing arts venue for Suffolk  and the Western Hampton 
Roads Region. Located in the heart of downtown Suffolk, the restored landmark 
houses a 530-seat theater and stage for concerts, ballets, dramatic works, films, 
lectures, and so much more. The Suffolk Center is home to two art galleries, which 
host an ever-changing array of world -class exhibits,  and a gallery gift shop featuring 
works by local artists.  
 
The Center has a robust educational program and offers  a multitude of classes for 
the community, such as  dance, painting, choral singing, piano, photography, 
pottery, drawing, glass art, and more , and we send artists to public school s in our 
region to bring the arts to young people.  



 
The Suffolk Center for Cultural Arts is nonprofit organization with a staff of 20 
and a volunteer board of directors. We are committed to supporting the economic 
vitality of Suffolk by enhancing the life experiences of our citizens and visitors.  
 
Statement of Diversity and Inclusion  
 
We believe that our mission is most effectively fulfilled through a commitment to inclusiveness as 
a core value and practice. We maintain that building and sustaining diversity requires an ongoing 
commitment to inclusion that must find full expression in our organizational culture, values, 
norms, and behaviors. 
 
Throughout our work, we support diversity across all lines of difference, including age, economic 
circumstance, ethnicity, sex, race, range of ability, religion, sexual orientation, and gender 
identity/expression. We aim to lead by example, viewing and encouraging diversity as a 
fundamental and abiding strength of the Suffolk Center for Cultural Arts. 
 
The Suffolk Center for Cultural Arts recognizes that its effectiveness will be enhanced, and its 
mission well served, when the practice of inclusion is reflected in all aspects of the organization. 
 
Salary and Benefits 
 
This position is full-time and hourly. Salary is commensurate with experience. Benefits include 
medical, dental, and life insurance; paid holidays, vacation, and sick time; and SIMPLE IRA plan. 
 
Salary range:  $33,000 - $40,000 


