
Development Coordinator Job Description 

June 1, 2020 

Organization 

Incorporated in 2008, Project 180 is a prisoner reentry nonprofit that operates a Residential 

Program for formerly incarcerated men in recovery; provides information and referrals for 

housing, programs, and employment throughout the state of Florida; holds classes for 

incarcerated citizens in four Florida counties, and holds an annual lecture series on reentry for 

the general public.  

Mission 

Project 180 seeks to reintegrate formerly incarcerated citizens into community life.

Vision  

To reduce poverty, homelessness, unemployment, and criminal behavior among formerly 

incarcerated citizens.

Fundraising Philosophy 

We believe that the greatest measure of success is the impact we have on people’s lives, our 

community, and society as a whole. We know that philanthropic support is what makes our 

impact possible. At Project 180, our goal is that philanthropy is embraced as a core value that is 

understood and integrated across the organization.  

Position Description 

Reporting to the Project 180 CEO and in collaboration with all Project 180 staff, the 

Development Coordinator (DC) will coordinate development efforts as the organization 

continues to grow. Specifically the DC will establish strong internal processes for the 

development program, organize fundraising events, support implementation of an integrated 

communication and fundraising plan, coordinate volunteers and donors, gain sponsors and 

essentially help Project 180 raise resources to achieve greater mission impact. This is a new 

position in which the DC will have the opportunity to craft and build the development position. 

Responsibilities 

1. Build internal infrastructure 

• Help improve and monitor the online donation experience 

• Participate in regular training and educational opportunities 

• Track fund development performance data and key metrics to improve our endeavors 

and evaluate progress; report results 

• Ensure accurate and current donor records 

• Collaborate in creating an annual Fund Development Plan 



2. Integrate and align fund development with all organizational activities 

• Work with other staff to determine messaging. 

• Capture stories and pair them with specific audience’s interests, struggles, questions 

• With other staff, share stories modified for different channels: social media, website, 

events, etc. 

• Focus on accomplishments that were possible due to donor contributions 

3. Retain current donors and upgrade their giving amounts whenever possible 

• Help plan and execute extraordinary events and experiences to deepen donor 

connection and loyalty 

• Capture feedback and input through surveys, social media online discussions, advisory 

councils, and listening sessions 

• Suggest ways in which the organization might offer meaningful volunteer experiences 

• Coordinate Dining With Friends events 

• Build a middle donor program focused on giving upgrades 

4. Assist in acquiring new donors 

• Conduct donor prospect research 

• Help plan and execute a free point of entry event, e.g. Briefing Breakfast 

5. Reconnect with lapsed donors 

• Identify lapsed donors 

• Take the lead in re-establishing connection 

6. Identify major gift prospects 

• Conduct donor prospect research 

• Coordinate multiple touch points for major donors 

7. Help plan and execute fundraising events in coordination with other staff 

8. Identify, cultivate and solicit corporate sponsorships 

9. Develop a planned giving program 

• Integrate planned giving into donor giving options

• Establish outreach plan to financial advisors

10. Grants 

• Perform grant research and outreach 

• Coordinate meaningful outreach to foundation staff at least quarterly 

• Write winning grants 

11.  With other staff, explore and develop earned revenue potential 

Qualifications 

• College degree 

• Minimum of three years of experience in development functions for a non-profit, arts or 

educational institution 

• Strong interpersonal skills, positive outlook 

• Demonstrated record of solicitation and management of major benefactors 

• Demonstrated record of writing grants that result in funding 

• Experience in event planning and execution 



Core Competencies 

Desired 

Current knowledge of criminal justice issues, prison and jail reform, and/or reentry challenges 

Business acumen 

Required 

Excellent leadership skills including  

• collaboration and the ability to work with cross-functional teams 

• self-directed skill development 

• effective communication 

• acceptance of diversity 

• ability to create plans and timelines, evaluate outcomes, write reports, and support 

strategies for change 

Excellent people skills and good manners 

Community collaboration to increase resources, provide services for clients, and advocate for 

safe and successful reentry 

Ability to manage multiple projects simultaneously 

Technology: DonorSnap, Microsoft Office 


