Make-A-Wish® Southern Florida
Job Description

TITLE:		Development Coordinator
LOCATION:	Southwest Regional Office
REPORTS TO:	Regional Director, Southwest Florida
STATUS:	Non-Exempt

JOB SUMMARY:
This position works to help us fulfill our mission by coordinating our two largest internal events – Walk For Wishes and The Wishmaker’s Ball and working with our individual and pledge based donors.

SPECIFIC RESPONSIBILITIES:
Walk For Wishes
	Lead Walk committee
	Collaborate with event chairs and committee
	Responsible for event logistics
Review event contracts
Adhere to event budget
Coordinate collaterals and mailings
	Solicit sponsorships
	Solicit guests
	Post event stewardship of attendees and donors
	Analysis of event for improvement

Wishmaker’s Ball
Lead Ball committee
Collaborate with event chairs and committee
	Responsible for event logistics
Review event contracts
Adhere to event budget
Coordinate collaterals and mailings
	Solicit sponsorships
	Solicit guests
	Post event stewardship of attendees and donors
	Analysis of event for improvement

Individual Donors
	Research and steward on-line donors
	Cultivate event attendees to become repeat donors
	Research and identify current donors with a greater capacity to give
	Steward individual donors
	



Pledge based giving
	Coordinate events around / to highlight our giving societies
	Create awareness of our pledge based giving opportunities
	Identify opportunities 
	Steward Cornerstone Society members

Awareness		
	Identify speaking opportunities
Identify media opportunities
	
Brand Advancement
	Event specific liaison

Volunteers
	Recruit event volunteers	

Interns
Oversee interns that support Walk For Wishes, Wishmaker’s Ball and individual donor initiatives
		
Knowledge of Software
	Blackbaud / Team Raiser 
	Eventbrite
	Greater Giving
	Luminate
	Microsoft Office Suite (Word, Excel, Outlook, Publisher, PowerPoint) 
Raiser’s Edge	

Other Duties
	Attend events as required
	Other duties as assigned


All applicants should submit their resume and a cover letter, complete with their salary requirements, to Tammy Lynn at tlynn@sflawish.org. 
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