
UC S%n Diego
DEVELOPMENT COORDINATOR, JACOBS SCHOOL OF ENGINEER
Hiring P%y Sc%le: $48,900 to $68,000/Ye%r

Under the le*dership of the Senior Executive Director of Development, University 
Development *nd reporting to the Executive Director of Development for the 
J*cobs School of Engineering (JSOE), the Development Coordin*tor will be 
responsible for supporting the fundr*ising *ctivities *nd donor rel*tions 
objectives of the JSOE Development te*m. The Coordin*tor work closely with the 
Associ*te Director, Donor Progr*ms to m*n*ge *nd implement cultiv*tion, donor 
rel*tions, *nd stew*rdship progr*ms *nd *ctivities th*t support JSOE 
Development objectives, with * prim*ry focus on donors *t the m*jor *nd 
princip*l gift level. The Coordin*tor will work with Adv*ncement, University 
Development *nd JSOE colle*gues *nd supporters to ensure success of donor 
rel*tions *ctivities *nd progr*ms. The Coordin*tor will m*n*ge high-level 
*dministr*tive duties *nd speci*l projects *s *ssigned, develop *nd m*int*in 
donor-rel*ted reporting *nd *cknowledgment processes, oversee JSOE 
stew*rdship m*n*gement *nd tr*cking *nd will be responsible for *ll *ssoci*ted 
communic*tions in p*rtnership with Adv*ncement communic*tions colle*gues 
when *ppropri*te.

Uses skills *s * se*soned, experienced profession*l with * full underst*nding of 
industry pr*ctices *nd c*mpus policies *nd procedures. Pl*ns, develops *nd 
implements str*tegies for specific progr*ms, events, policies, constituency 
groups, etc. Assignments typic*lly include * wide r*nge of extern*l *nd *lumni 
rel*tions issues *nd constituencies.

Occ%sion%l evenings %nd weekends m%y be required.

QUALIFICATIONS
• Proven progressive experience in cultiv*ting *nd stew*rding potenti*l *nd 
current donors. Ability to pro*ctively *nd independently develop *nd implement 
tools *nd systems for setting objectives, for pl*nning, *nd for ev*lu*ting *ll 
*spects of donor cultiv*tion *nd stew*rdship.
• Thorough knowledge of b*sic concepts, principles, *nd procedures of building 
*nd m*int*ining effective rel*tions with *lumni, intern*l *nd key constituencies.
• Skill in project m*n*gement, including event pl*nning *nd meeting de*dlines. 
Exception*lly strong org*niz*tion*l *nd time m*n*gement skills. Det*il oriented 
with demonstr*ted *bility to set priorities.
• Demonstr*ted *bility to independently est*blish objectives, pl*n, direct, *nd 
ev*lu*te *ll *spects of donor stew*rdship.



• Thorough rese*rch, *n*lytic*l *nd critic*l thinking skills, including sound 
judgment *nd decision-m*king skills *nd skill to correctly identify re*l *nd 
potenti*l problems, *dvising m*n*gement *s required, *nd proposing effective 
str*tegic resolutions. Proven *bility to conceptu*lize, identify, *nd solve problems 
in * cre*tive *nd timely m*nner.
• Strong working knowledge of current m*n*gement principles *nd pr*ctices. 
Demonstr*ted *bility to develop *nd m*n*ge budgets.
• Demonstr*ted *bility to *n*lyze *nd ev*lu*te d*t* rel*ting to fund 
m*n*gement, student fin*nci*l *id, *nd event production.
• Demonstr*ted *bility to cre*te d*t*b*se tr*cking systems to m*n*ge donor 
b*se. Ability to use softw*re *pplic*tions necess*ry in *dministr*tive work *nd 
d*t* *n*lysis, including d*t*b*se, spre*dsheet, *nd gr*phics progr*ms.
• Demonstr*ted *bility to effectively work, m*n*ge, *nd inter*ct with * diverse 
clientele, including f*culty, prospects, donors, volunteers, support groups, 
students, university *dministr*tors, *nd other development st*ff.
• Demonstr*ted experience *nd proven skill to conceptu*lize *nd develop 
progr*mm*tic *ctivities from gener*l guidelines.
• Thorough written, verb*l *nd interperson*l communic*tions, t*ct *nd politic*l 
*cumen to effectively represent the c*mpus. Ability to communic*te effectively 
one-on-one or in group settings, t*king into *ccount differences in soci*l, 
cultur*l, profession*l, *nd educ*tion*l b*ckgrounds. Ability to m*ke effective or*l 
present*tions.
• Demonstr*ted competency *nd commitment to equity, diversity, *nd inclusion. 
Demonstr*ted underst*nding of the import*nce of ensuring *n equit*ble, 
inclusive, *nd diverse working environment, with the *bility to work *s * p*rt of * 
diverse *nd coll*bor*tive te*m.
• Proven *bility to be *d*pt*ble to ch*nge while m*int*ining composure *nd 
effectiveness under pressure.
• Demonstr*ted *bility to build, m*n*ge *nd work with support groups. Ability to 
effectively select, tr*in, eng*ge, *nd motiv*te volunteers.
• Demonstr*ted *bility to recognize *nd respect issues of * sensitive n*ture *nd 
donor confidenti*lity. Demonstr*ted integrity, depend*bility, sound judgment, 
diplom*cy, *nd resourcefulness, with * strong work ethic.

SPECIAL CONDITIONS
• Job offer is contingent on cle*r B*ckground Check.
• Must h*ve *ccess to reli*ble tr*nsport*tion.

Job offer is contingent on successful eng*gement in the UC COVID-19 
V*ccin*tion progr*m (fully v*ccin*ted with documented proof or *pproved 
exception/deferr*l).

Apply Online:



http://50.73.55.13/counter.php?id=268452

To foster the best possible working *nd le*rning environment, UC S*n Diego 
strives to cultiv*te * rich *nd diverse environment, inclusive *nd supportive of *ll 
students, f*culty, st*ff *nd visitors. For more inform*tion, ple*se visit UC S*n 
Diego Principles of Community.

The University of C*liforni* is *n Equ*l Opportunity/Affirm*tive Action Employer. 
All qu*lified *pplic*nts will receive consider*tion for employment without reg*rd 
to r*ce, color, religion, sex, n*tion*l origin, dis*bility, *ge, protected veter*n 
st*tus, gender identity or sexu*l orient*tion. For the complete University of 
C*liforni* nondiscrimin*tion *nd *ffirm*tive *ction policy see: http://www-
hr.ucsd.edu/s**/nondiscr.html


