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Mission:  Our pluralistic Jewish community day school prepares and inspires Jewish 
students through an extraordinary secular and Judaic education to live purposefully, act 
ethically and thrive in the world. 
 
Denver Jewish Day School, denverjds.org, is the only K-12 community Jewish day school 
in the Rocky Mountain Region with over 300 students. 
 

Title:  Special Projects Coordinator 
Salary range: $18-$25/hour, commiserate with experience. This position is part-time. 
Starting Date:  As available 
 
Job Description 
 
Position Summary 
The Special Projects Coordinator works closely with the Director of Advancement, other 
Advancement staff, and volunteers to develop programs and implements for the four 
main areas of fundraising for the development office (Annual Campaign, Annual Dinner, 
Chai 5 Club - multi-year giving society, and the 24-hour campaign). 
 
Duties and Responsibilities 
1) Annual Campaign - work with staff on solicitation and stewardship mailings, work 

with Development Committee on follow up calls for solicitations, examine data base 
reports for lapsed donors and to see what changes might help bring in more dollars 

2) Chai 5 Club - organize annual solicitation breakfast in the fall, working with co-chairs, 
and volunteers as table captains. Oversee all logistics including attendance/RSVPs, 
food, décor, printed materials, etc. 

3) Annual Dinner - held in spring, work with volunteers to boost attendance (typically 
550 attendees), sell tribute journal ads and seek sponsorships, work with co-chairs 
and volunteer table captains. Oversee all logistics including attendance/RSVPs, food, 
décor, printed materials, etc. 

4) 24-hour campaign held in May - work with persuaders to help make calls and use 
social media to get the word out. 

5) Cultivation event - work with Director of Advancement for a Generational breakfast 
or lunch and program in late November or early December. Oversee all logistics 
including attendance/RSVPs, food, décor, printed materials, etc. 
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6) Help oversee a thank you event for our C5C, Legacy Society & OJF donors annually. 
Oversee all logistics including attendance/RSVPs, food, décor, printed materials, etc. 

7) Manage grant writing program (with outside contractor) to include grant project 
management and reporting.  

8) Work with Advancement Coordinator to help ensure that thank you letters and 
pledge bills are sent promptly, and that pledge reminders are followed up on. 

 
Educational Requirements and Expectations: 

 Bachelor's degree required; Advanced degree preferred 

 4+ years of nonprofit fundraising experience preferred 

 Ability to multi-task, meet deadlines, and work with minimal supervision 

 Strong writing, oral and presentation communication skills 

 Intermediate to advanced Microsoft Office Suite computer skills required 

 Knowledge of Blackbaud’s Raisers Edge software program a bonus 

 Attention to detail and strong project management skills 

 Ability to work with donors and as part of a team 

 Work with and engage volunteers  

 Professional attitude and appearance 
 
How to Apply: 
Please submit your cover letter, resume and references to Krista Boscoe, Director of 
Advancement at kboscoe@denverjds.org.  Please include “Special Projects Coordinator 
application” in the subject line. 
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