FAMILY COUNSELING SERVICE
JOB DESCRIPTION

DEVELOPMENT COORDINATOR
(Full-time 35 hours per week)

Qualifications

· Minimum of Bachelors Degree in Marketing, Communications, Public Relations, Business or other related field of study or significant related work experience
· Previous experience with non-profit fundraising strongly preferred
· Experience in grant writing preferred
· Strong communication skills
· Computer proficiency in Microsoft Office programs
· Reliable transportation for travel within the Coastal Bend Region 
· Ability/willingness to work remotely, as needed
Job Summary 
Plan and execute strategies to maintain and expand the agency’s funding resources through fundraising activities, grant writing, giving programs, and donor engagement.
Specific Duties and Responsibilities

The Development Coordinator reports to the Executive Director and performs tasks assigned by the Executive Director and/or Director of Operations.  Within the limits of the agency’s programs, policies, procedures and budget, the Development Coordinator duties include, but are not limited to the following:

Resource Development

· Assist with planning, coordination, implementation and management of agency-sponsored fundraising events and activities.

· Coordinate fundraising events hosted by the agency, community groups and volunteers.

· Retain and enhance donations through growth of a monthly giving program, targeted donation requests, and donor engagement activities and communications.

· Work with agency staff to secure and utilize in-kind donations.

Donor Stewardship

· Cultivate and maintain agency relationships with existing and potential donors.

· Influence inactive prior donors to resume contributions to the agency.

· Develop and maintain stewardship plan integrating regular, periodic communications with donors.

Grant Writing

· Research, prospect, and write grant proposals to private foundations, corporations, government entities, and individuals.

· Prepare and submit grant proposals, applications, and periodic funding reports meeting deadlines and allowing adequate time for review by the Executive Director and/or Director of Operations.
Marketing

· Represent the agency as requested through community engagement and public speaking activities.

· Work with Director of Operations to maintain and update information on agency website for fundraising efforts and online giving.

· Utilize agency website and social media to maximize donor participation and community engagement.

Administrative
· Ensure that donor, potential donor, and donation information is accurately input and maintained in database.

· Maintain records for private foundation grants and applications.
· Attend weekly staff meetings and quarterly quality improvement meetings.
Essential Attributes
· Understanding of the importance of equitable access to mental healthcare and crime victim services.
· A sensitivity to and ability to respond appropriately to cultural differences of clients and staff.
· Ability to work independently and to take the initiative in job related activities.
· Ability to work well with others and establish respectful relationships.
· Ability to manage multiple projects simultaneously.
Send resume and application to:

kphillips@fcscb.org
or mail to:

Family Counseling Service

ATTN: Kristi Phillips

3833 S Staples, S203

Corpus Christi, TX 78411
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