JOB DESCRIPTION

Job Title:     Development Coordinator
Agency:        Queen of Peace Center (QOPC)
Reports To:  Event and Communication Manager
POSITION SUMMARY

Queen of Peace Center has an opportunity for a full-time Development Coordinator that will embody our values of hope, dignity, and respect. This position is responsible for the agency’s donation processing, acknowledgements, tax credit procedures, volunteer coordination, and additional administrative tasks. Responsibilities also include assisting with special event planning and execution. The coordinator will work to ensure that the development department is organized, in good financial standing, and prepared to execute busy season with ease. This position will work in coordination on other projects as assigned by the Event and Communication Manager.
Duties & Responsibilities

· Manage Raiser’s Edge database to maintain existing donor, volunteer, and corporate relationships, as well as track our finances.

· Accept and process incoming monetary and in-kind donations.
· Protect operations by keeping donor and volunteer information confidential. 
· Provide weekly report of all donations that were received to the development staff.

· Work with the Archdiocese each month to reconcile Raiser’s Edge and the General Ledger.

· Create in-kind and donor acknowledgement letters, as well as administer and track tax credits.

· Update and maintain event and marketing mailing lists.
· Assist with special event planning and execution, such as soliciting and preparing auction items, utilizing mobile bidding software, and managing check in and volunteers on the day of.
· Provide pre and post event logistics based on development office needs.
· Coordinate volunteer program recruitment, calendar, service hours, and paperwork.

· Assist with the agency’s marketing and communication, including social media accounts, annual campaigns, and website.
· Other duties and responsibilities as assigned.

Knowledge & Experience Requirements

· Bachelor’s degree preferred.

· Emphasis on strategies, logistics, and event best-practices with attention to detail.

· Experience with Raiser’s Edge preferred.

· Strong writing and grammar skills.

Skills & Attitudes Required For Success In Job

· Proven organizational and analytical abilities.
· Computer literate and familiar with word processing and spreadsheet applications.
· Ability to work independently and be responsible for deadlines.
· Strong team member, working well with staff, volunteers, and senior professionals.
Please send cover letter and resume to Kate Fletcher at kfletcher@ccstl.org. 
