
Our company is looking to fill the role of coordinator, development. Please review
the list of responsibilities and qualifications. While this is our ideal list, we will
consider candidates that do not necessarily have all of the qualifications, but have
sufficient experience and talent.

Responsibilities for coordinator, development

Create queries and reports
Process online gifts
Distribute acknowledgment letters
Comprehensive support to the Director (calendar management, agenda
preparation, room bookings, etc) including preparation of team meetings,
retreats, training courses
Using SAP to oversee and implement budget management services on behalf
of the director such as purchasing, records control, resource management,
and budget accounting operations, including cost-transfers, on-line check
requests, travel reimbursements, reconciliation of MasterCard and
Procurement Card
Coordinate and oversee contracts with consultants and other suppliers
Order and maintain office supplies and equipment (computers, cell phones,
printers, etc)
Create and maintain a comprehensive online and paper filing system for DVE
documents, training materials, best practices, stewardship reports
Directs various consultants throughout the project in the completion of site
plans, servicing, grading and landscape plans, , the development of strategic
approach to approvals
Support the team in the follow-up to final agreements with municipalities,
developers, adjoining owners, and obtain release of letters of credit where

Example of Coordinator, Development Job
Description
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Qualifications for coordinator, development

Liaises and interfaces with University Advancement and other staff member
to ensure needs are met, assignments are complete, and problems are
resolved
Creates informational materials in coordination with Central Advancement to
extend communication to all parties in a timely and accurate manner
The Development Coordinator will have the ability and confidence to think
independently and thrive in a fast-paced, complex, often ambiguous,
environment with constantly changing priorities
Strong computer literacy skills and the aptitude to learn new software
required
Assist the DM/REM in the preparation of packages for presentation to the
Real Estate Committee, including all zoning and approval information, site
plans and development, obtaining traffic counts, air photos, demographics,
competition maps and any other relevant information required for the
presentation
Manage donor/CRM database - Support Development Team to ensure 100%
fidelity of donor data (ensure up-to-date and accurate information)


