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Development Coordinator

Full-time Position Description

The Development Coordinator will work closely with the Development Director to successfully implement Stowe Center fundraising initiatives and programs.  The position reports to the Development Director.
Responsibilities:

· Manage the membership program and direct mail projects, conduct prospect research, draft solicitation materials.

· Record and acknowledge contributions from individuals, corporations, foundations and other funders in a timely basis.
· Coordinate and generate donor communications and correspondence.
· Maintain funding, special events and project calendars
· Maintain development records and files, including database entry.

· Coordinate and package grant proposals and reports.

· Plan, coordinate and execute events. Support project staff and event consultants with planning and execution.  

· Provide administrative support to the Development Director 
· Work with Communications Coordinator developing materials to solicit and recognize donors.

· Manage guest pass donations to community organizations.
· Coordinate facility rentals.

· Complete other duties and projects as assigned.
Qualifications:

· Motivated and proactive, takes initiative, ability to work independently and as part of a team 

· Excellent writing and verbal skills
· Prior development experience and a proven track record desired
· Excellent computer skills.  Proficiency in MS Office and DonorPerfect

· Demonstrated ability to work well with colleagues, trustees and donors 

· High standards of credibility, integrity, reliability and confidentiality.

· Commitment to the mission and goals of the Harriet Beecher Stowe Center
· B.A. or equivalent preferred
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