
 

 
 

POSITION DESCRIPTION 
 
Job Title: Development Coordinator  
Reports to:  Director of Advancement 
 
Summary: The Development Coordinator provides support and upholds confidential information for advancement office. 
Assists with the development, review and analysis of reports and analytics. In addition, the position will also work closely 
with the advancement staff on projects, programs, assisting with grants and events for which this department is 
responsible throughout the year. 
 
Job Responsibilities 

• Manage E-join Me and Greater Giving software set-up and management for events and programs 

• Seek and help secure corporate partnerships that align with system strengths and needs 

• Manage Results Plus database and unlock the usability and functionality of the software 

• Create Results Plus list queries and manage lists from queries based on donor analysis or tactical plans 

• Maintain mailing lists for publications and annual fund mailings 

• Assist in the analysis of market research and other related activities  

• Assist with reports to the board of trustees and other agencies 

• Create office systems to support all fund development projects and operations  

• Assist with SMCS events, fundraisers, community engagement and alumni relationship building 

• Tracks gifts/donations for all of SMCS initiatives 

• Tracks gifts/donation/pledges of major campaigns  

• Sends gift acknowledgements for all of SMC initiatives and fundraising events 

• Processes matching gifts and volunteer hours from employers 

• Tracks monthly taxable donations and reconciles with business office 

• Create deposits for Blackbaud for donations and events 

• Assist with general office duties 

• Promote and protect the SMCS brand 

• Performs other duties as assigned 
 
Qualifications 

• Strong computer skills including Word and Excel; willingness to learn new office software packages 

• Strong data analytics, reporting skills and attention to details 

• Strong belief in Catholic education  

• Excellent verbal and written communication skills  

• Ability to maintain confidential information 

• Demonstrated level of professionalism and positive attitude 

• Excellent organizational skills 

• Strong belief in Catholic education 
 
I accept the above responsibilities and by signature indicate my willingness to enthusiastically participate in the 
implementation of the faith community. 
 
I can perform the above duties with or without reasonable accommodations. 
 
Print name: _____________________________________   
 
 
Signature: _____________________________________ Date: ___________________  


