[image: Women's Care Center]
Job Description
Version 10-10-25

	Job Title:
	Development Manager
	
	

	Reports To:
	Center Director
	
	



General Summary:
The Development Manager leads the primary sourcing of funding for WCC NEI.  This includes responsibilities such as researching and identifying new funding sources, evaluating grant opportunities to support the mission and business needs, writing timely grants, engaging staff to support grant submissions, and coordinating responses to various grant requests. Will lead the planning and coordination of various funding events.  Will also proactively engage with all sources of funding to develop and maintain positive relationships.

Principal Duties and Responsibilities:
· Act as the Center’s spokesperson and liaison to donors, churches, and other community organizations.
· Research grants and other funding opportunities that support and align with our mission
· Writing and submitting timely grants/funding proposals
· Proactively prospect donors including individuals and organizations
· Regularly prepare and disseminate correspondence to various stakeholders i.e. thank you cards, Christmas cards, emails, newsletters, etc.
· Maintaining a funding calendar of activities, including cultivation activities
· Plan and manage fundraising events in collaboration with the Board's development committee, staff, vendors, and others
· Maintain electronic records, including tracking and reporting donor information and events
· Attend all Board Meetings and report on the status of funding and planned initiatives
· Ensure development core processes and procedures are documented and maintained to memorialize best practices
· Other administrative duties that support the agency’s mission
Requirements:
· Possesses a sincere and deep passion for the mission of WCC and can effectively articulate our services to others
· Collaborate and build authentic relationships with a variety of stakeholders to advance our mission
· Professional experience with writing as an essential function
· Strong presentation and speaking skills
· Strong research, analysis and reporting skills
· Ability to create and maintain accurate and detailed documents and records
· Good computer skills and ability to use PC systems including Word and Excel

Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time. 
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