
 
 
Society of Economic Geologists 
Development Coordinator 
 
The Society of Economic Geologists (SEG) is an international organization of individual members with interests in the field of 
economic geology. The Society's membership includes representatives from industry, academia, and government institutions. 
 
About the Position: 
Reports directly to the Executive Director, while maintaining close collaboration with the Finance & Administrative team and 
Marketing team. Ensures timely, accurate, and thorough gift processing and management using iMIS Fundraising module. 
Contributes to the ongoing development and implementation of recognition and stewardship initiatives, and other development 
projects as needed. 
 
You will oversee and maintain the fundraising module in iMIS, and serve as one of the organization’s primary interfaces with donors 
and sponsors, both corporate and individual. As a member of an international organization, this position represents an opportunity 
for growth and building a large network. 
 
Job Requirements: 

 Regularly meet or exceed fundraising targets 
 Build upon existing donor and sponsor relationships and systematically form new relationships 
 Research potential donors and sponsors to determine how best to position SEG to them 
 Manage sponsorship for the annual conference as well as booth engagement 
 Prepare invoices as instructed 
 Send donor/sponsor acknowledgment receipts 
 Analyze the performance of events and other fundraising activities to make recommendations on the effectiveness 
 Assist in coordination between different SEG entities to align efforts with overall fundraising priorities 
 Maintain complete and systematic records of donors and sponsors to ensure effective communication and coordination 
 Create, in cooperation with other staff, and sometimes volunteers, marketing materials for fundraising 
 Identify opportunities for new sources of revenue such as planned giving, and employer gift-matching 
 Help develop strategies to encourage new or increased contributions 
 Undertake specific development projects as directed 
 Attend community events (e.g., conferences, trade shows) to promote SEG and solicit donations or sponsorships 
 Prepare fundraising reports, typically semi-annually, for distribution at governance meetings 

 
Job Qualifications and Skills: 

 College degree preferred 
 At least two years of fundraising experience 
 Comfortable with using software, especially relational databases 
 Excellent communication skills 
 Outgoing nature 
 Strong organizational abilities with attention to detail 
 Ability to manage multiple tasks and deadlines effectively 

 
Salary & Benefits: 
Job Type: Full-time 
 
Salary range is $45,000 to $55,000 depending on experience. Benefits include vacation, PTO, sick leave, health insurance (medical, 
dental, vision), HSA plan, life insurance, short- and long-term disability insurance, and 403(b) retirement plan with up to 5% match. 
 
How to Apply: 
 



Submit a cover letter and current resume to SEG@segweb.org Subject: Development Coordinator. Please note that you will only be 
contacted if you qualify for an interview. 
 
EEOC Statement: 
 
SEG is an equal opportunity employer. We encourage diversity and are dedicated to creating an inclusive workplace for all 
personnel. 
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