
  Job Description 
 
 

Job Title: Annual Fund Officer    Reports to: Director of Development 

Location: JCC Denver     Exemption Status: Exempt                  

The Annual Fund Officer is responsible for helping to achieve the JCC’s fundraising goals by 

supporting mid-level and general donor efforts. He or she has direct responsibility for raising 

funds through annual giving efforts, giving clubs, and special events. The Annual Fund Officer 

works closely with the Director of Development (DOD) and other team members to ensure that 

annual fundraising goals are met and drives all efforts focused on donors giving $1,000 -$5,000 

annually.   

The Annual Fund Officer works closely with the JCC staff leaders, especially in program-specific 

areas, a host of trusted volunteers, and some Board committees to implement successful mid-

level and general donor development strategies 

 

Responsibilities 

 Lead mid-level giving development, working with committees and program leaders to set goals 
and execute strategies designed with the DOD  

 Assist in the development of the annual fund plan, calendar, and all appeal themes   

 Manage and implement monthly stewardship calendar 

 Lead planning of Annual Dinner, securing sponsorships and work closely with contractors 

 Oversee budget and planning for the Annual Poker Tournament 

 Assist in securing sponsorships for fundraising events 

 Assist in fundraising efforts with the Mizel Arts and Culture Center, Neustadt JAAM Festival and 
the Denver Jewish Film Festival 

 Develop and support program fundraising committees for the annual fundraising efforts of 
Ranch Camp with a special focus on giving club support 

 Prepare or oversee preparation of development reports regarding the annual fund to the DOD 
and to other leadership team members 

 Assist in the personal asks of annual fund donors from $1,000 - $5,000 

  Ability to work with donors and volunteers at all levels, building relationships that lead to 
increased financial support and engaging in complex relationship management 

 Work with DOD to identify major gift prospects through the annual fund 

 Assist in projecting budgets for the annual fund  

 Other duties as assigned 
 

 

Basic Qualifications 

 Bachelor’s degree  

 At least three years of proven and successful fundraising experience  



  Job Description 
 

 Experience cultivating individuals, corporations, and foundations with donor potential and a 

track-record of success in soliciting donations 

 This position requires strong attention to detail, creativity, resourcefulness, ingenuity, strong 

diplomacy, flexibility customer service  

 Interest in the mission of the JCC Denver 

 Superior oral and written communication skills 

 Excellent organizational skills 

Preferred Qualifications 

 Certified Fund Raising Executive (CFRE) Certification preferred 

 Proven experience with agency having an annual budget of at least $1 million 

 Experience in annual fund development 

 Project management skills with an ability to be flexible and handle multiple tasks 

 Ability to track, analyze and make adjustments to programs as necessary 

 

Physical Demands and Working Environment: 

The position requires the candidate to remain in a sitting position for prolonged hours in an office 

environment. While performing duties, the candidate is occasionally required to stand, walk use hands 

to handle or feel objects, tools, or controls; reach with hands and arms, talk and hear. Candidate must 

occasionally lift and or/move up to fifteen (15) pounds. Working conditions may include being in an 

open (shared) cubicle or workspace. 

 

To apply online click here. 

 

 

 

https://www.paycomonline.net/v4/ats/web.php/jobs/ViewJobDetails?job=25255&clientkey=131D8082E9A629B23D5EB4E4185F2BE7

