
Position Description – Development Manager   

JOB TITLE:  Development Manager 
REPORTS TO:  Chief Development Officer 

 
Position Description 
 
Development Manager works closely with the CDO and other team members to ensure that annual 
fundraising goals are met and drives all efforts focused on donors giving less than $5,000 annually.   
 
He or she also provides direction for the ongoing growth and maintenance of the Raiser’s Edge 
database, managing entry, lists, reporting, and quality control. 
 
He or she is responsible for helping to achieve the JCC’s fundraising goals by providing exceptional 
stewardship to donors and by overseeing the management of the donor database.  In this role, he 
or she works closely with the rest of the development team, a host of trusted volunteers, and 
various program committees, including the Development Committee, to assist in the development 
and implementation of a robust stewardship strategy 
 
Responsibilities 

 Build and manage an active portfolio of 50-100 prospect/donor relationships by identifying, 
cultivating and soliciting prospects capable of making gifts Assist in the personal asks of annual 
fund donors up to $5,000. 

 Work with Development Coordinator – Events to plan all stewardship events including 
but not limited to Heroes, Champions, DJFF VIP Lounge Night. 

 Working closely with the CDMO, the development team, and key fundraising committees, 
create an annual stewardship strategy and see to its successful fulfillment.   

 Provide support for the annual fund campaign by creating unique stewardship options for 
various donor groups and fundraising program options. 

 Provide support for the annual dinner with special focus on stewardship and database 
components. 

 Provide administrative support for all development activities, especially the annual dinner.  

 Oversee and assist in the processing of all development contributions and event sales.  

 Coordinate monthly with accounting liaison to ensure gift/pledge reconciliation. 

 Manage successful use of Raiser’s Edge system at all levels – support prospect research and 
management; create reports necessary for development functionality; assist. 

 Compose correspondence as needed; proof and edit development department materials to 
assure completeness and accuracy. 

 Other duties as assigned and requested. 
 
Skills and Abilities Required 
 

 Interest in the mission of the JCC Denver. 

 Desire to work with a strong development team in an environment of measurable 
accountability in order to secure gifts. 

 Dedication to stewardship of donor gifts:  prompt and accurate reporting of the uses of 
contributions; support of donor wishes; appropriate donor acknowledgement. 

 Ability to communicate well in speech and in writing. 

 Proficiency in MS Office Suite; experience with Blackbaud Raiser’s Edge extremely helpful 

 Strong organizational skills. 
 



 
Qualifications 
 
Education:  Bachelor’s degree 
 
Experience:  At least three years of fundraising support experience with expertise in database work 
and an interest in exceptional stewardship practices.  
 
TO APPLY ONLINE:   Click here. 

 

https://www.paycomonline.net/v4/ats/web.php/jobs/ViewJobDetails?job=17625&clientkey=131D8082E9A629B23D5EB4E4185F2BE7

