Job Description: Development Coordinator for At The Crossroads

Mission

At The Crossroads (a project of Community Initiatives) reaches out to homeless youth and young adults at their point of need, and works with them to build healthy and fulfilling lives.

Position

The Development Coordinator will play a key role in helping to maintain and grow ATC’s $650,000 budget. We are looking for an enthusiastic, committed individual who is excited to join a hard-working, mission-driven team of people.

This job is perfect for someone who is highly organized and enjoys behind the scenes work in support of a great cause. It is also an excellent career-enhancing move for someone who is interested in becoming a Development Director, Associate Director, or Executive Director of a nonprofit or small business.

Some of the responsibilities for this position will be changing in mid-2011. For the first half of 2011, you will be responsible for the internal side of all of At The Crossroads’ fundraising activities, which includes grants, individual donors and special fundraising projects. The internal side of these activities includes coordinating all grant applications, overseeing the creation and mailing of our semi-annual newsletter, management and maintenance of our donation database, and tracking all data related to funding.

In mid-2011, some of the administrative responsibilities (10-15 hrs/week) will be delegated to a part-time staff member, and the Development Coordinator position will begin to coordinate our I Think I Can Campaign and Summer SunDay: Hike for Homeless Youth. This will focus on managing interns and volunteers, and coordinating events. The role will continue to have 25-30 hrs/week focus on the internal side of fundraising after this shift.
Although you will only be working directly with our clients on a limited basis, we believe you can only be a successful fundraiser for us if you embrace our philosophy and understand our work. All of our staff support our clients in generating their own goals and solutions, rather than people who give advice or like to use their own lives to instruct clients on what to do. There is the expectation that you will play a supportive role on street outreach two evenings a month. You will also work as a team member with other staff, providing input on how to best serve our clients.
Responsibilities

Newsletter: Coordinate the editing, layout and mailing of our semi-annual newsletter, including writing articles, conducting and editing interviews, and overseeing any volunteer tasks associated with creating and mailing out the newsletter to our donors and supporters.
Individual Donors: Maintain our database of supporters and oversee all correspondence with these supporters. Correspond with specific donors. Creating individual donor reports. Improve systems for tracking donors.

Grants: Coordinate our grant applications and reports, including collating information needed for the application or report, writing the first drafts, editing the final drafts, preparing budgets and submitting all necessary information. 

Volunteer/Intern Coordination: Coordinate and oversee the activities of all development-related volunteers, including the Campaign interns.

I Think I Can Campaign and Summer SunDay: Coordinate interns and volunteers for our two fundraising campaigns, and coordinate events related to the campaigns
Finance Management: Prepare and oversee the creation of financial reports.

Board of Directors: Take notes at board meetings.
Website/ Brochure: Maintain and update our website and brochure/ marketing materials with timely information and improvements in design and language.
Basic Office: Assist in general office tasks.
Outreach: Participate in nighttime street outreach semi-monthly in a supportive role.
Qualifications

Required

· Excellent/ Exceptional written and oral communication skills

· Highly organized, thorough

· Ability to multi-task and manage several projects at once

· Solid professional computer experience with Word, Excel and Internet 

· At least two years experience working in an office environment

Strongly Preferred

· Advanced computer knowledge with Excel

· Desktop publishing experience, especially with InDesign, Photoshop and Illustrator

· Grant writing experience

· Project management experience

· People management experience

· Database experience (particularly in Giftworks)

Preferred
· Event Management experience

· HTML/ Website maintenance experience
· Journalism experience

· Professional and/or personal experience with homeless youth, or related fields.

· College degree
We have a very specific philosophy of how we do our work, and require people who are a good fit, so please read this section carefully. We need people who are hard-working and consistent. Listening skills and the ability to think critically and sensitively are extremely important. We are looking for open-minded people who are comfortable giving and receiving feedback. Having a strong sense of one’s personal strengths and weaknesses as well as high standards of professionalism are required. You should have a high degree of initiative, and the ability to work productively in a, sometimes, chaotic environment. At The Crossroads is an equal opportunity employer and encourages a diversity of candidates to apply. You must be 21 or older.

Additional Information

Starting date: Start date is December 1, 2010 (there may be some flexibility on the start date).
Starting Salary: $37,400, plus outstanding benefits (20 paid vacation days, full paid health and dental, etc.). This is a reduced salary (our entire staff is at reduced salaries, due to budget constraints), which will increase to $44,000 as soon as full salaries are restored (goal is to restore in the next 6 months). Compensation has the potential to rise significantly, based on organizational fundraising success. 
Job hours: This is an exempt, full-time position that will sometimes exceed 40 hours. Your work hours will generally take place during the mornings and afternoons, (5 days a week) Monday through Friday, although occasionally you may need to work in the evening or on the weekends. Some afternoon meetings are mandatory. 
How to Apply:

· Download the application at our website: www.atthecrossroads.org or request one from Tori at torit@atthecrossroads.org. Applications can only be submitted by email.

· We will be accepting applications until October 11 at 5p.m. Early application is strongly recommended.

· Incomplete or late applications will not be considered. 

· First interviews will be on Skype. You must be available to come to our office for a second interview. 

· Email completed application and resume to Tori Talavera at torit@atthecrossroads.org
At The Crossroads is an equal opportunity employer.
