
 

 

Job Description 

Development Manager 

 

Coaching for Literacy (CFL) is a nonprofit organization that uses the power of sports to raise 

awareness about the problem of illiteracy and to generate financial support for literacy 

programs nationwide. With a core belief that literacy is a fundamental right of every 

individual, CFL has introduced millions to the problem of illiteracy and granted more than 

$738,000 to literacy programs since 2013.  

 

JOB OVERVIEW 

Coaching for Literacy seeks a Development Manager with a proven track record to build a 

formal development program to advance CFL’s fundraising and donor communication efforts. 

Working closely with the Executive Director, the Development Manager is responsible for 

planning, organizing, and directing CFL's fundraising activities, with a focus on expanding the 

base of mid-major gifts, monthly giving, event-based fundraising, foundation philanthropic 

support, planned giving, and proprietary campaigns. 

 

GENERAL TERMS 

● Job Type: Full-time  

● Job Location: Memphis, TN 

● Salary Range: $60,000-$70,000 annually 

● Reports to: Executive Director  

● Benefits:  

○ Medical (including health, dental and vision) to be discussed as part of overall 

compensation package  

○ 2% SIMPLE IRA Contribution 

○ Holiday: 11 scheduled holidays, plus two floating 

○ Paid Time Off: 120 hours per calendar year 

  

DUTIES AND RESPONSIBILITIES 

● Collaborate with Executive Director to plan and implement a comprehensive 

strategic development strategy to realize and exceed the organization's fundraising 

goals through individual giving, corporate contributions and foundation support  

● Work to identify and qualify prospective and existing donors, nurture relationships 

and solicit financial gifts 

● Oversee planning and execution of strategies to strengthen these relationships, 

leading to operations and campaign support 

● Aid in establishing, implementing, and evaluating annual strategic plans 



● Promote the flow of information by establishing, utilizing, and maintaining effective 

communication systems within and outside the organization 

● Collaborate with staff to identify and activate new partnership opportunities as part of 

the #Fight4Literacy campaigns 

● Ensure standard operating procedures are maintained, including management of 

donor database and timely, accurate acknowledgment of all gifts 

● Work with Executive Director and Operations Manager to budget and forecast for 

operations revenue 

● With assistance from Executive Director and Communications team, manage donor 

communications to include annual report, newsletters, mailings, and blog posts  

● Other duties as assigned 

 

SKILLS & QUALIFICATIONS 

● Bachelor's degree or equivalent combination of education and experience 

● Five or more years of nonprofit experience with a focus on individual giving 

● Proven track record of developing successful fundraising strategies and results  

● Knowledge of fundraising strategies and donor relations unique to the nonprofit 

sector 

● Strong written and oral communication skills 

● Goal-driven “self-starter” who thrives on initiating donor visits and fundraising calls, 

as well as on preparing the Executive Director, Board members, and staff to be 

fundraising ambassadors for the organization 

● Strong computer and software skills, including experience with donor databases and 

project management platforms. Experience with Microsoft Office, Kindful, Asana and 

MailChimp a plus 

● Display a positive attitude, show concern for people and community, demonstrate 

presence, self-confidence, common sense, and good listening 

 

 

TO APPLY  

Email your resume and cover letter to carleen@coachingforliteracy.org with the subject line: 

[YOUR NAME] – Manager of Development. Your cover letter should include a brief 

narrative of why you are interested in working with Coaching for Literacy and how your skills 

and experience fit with the responsibilities for this role. Review of applications will begin 

September 1, 2021 and continue until the position is filled.  

 

Coaching for Literacy is an Equal Employment Opportunity Employer. 
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