‘ Baylor University

Registration Information

Order No. 3841104
Agency Name Family Abuse Center
Job Title Development Coordinator

General Description and Purpose: The Development Coordinator

Job Description will participate in development activities consistent with
(including hours and fundraising strategies and as directed by the Executive Director
responsibilities) and will cultivate productive relationships with donors,

volunteers and other affiliates.
Job Location Waco
Salary Range DOQ

Education: Bachelor’s Degree in English, communications,
marketing, journalism, or writing Experience: - Experience in the
field of fund development - Any equivalent combination of
experience and training which provides the required knowledge,
skills, and abilities. Skills/Abilities: - Strong oral and written
communication skills - Strong organizational skills - Speak
effectively before groups in the community. - Ability to maintain
Qualifications accurate data and documentation of donations (in-kind and
financial gifts) - Ability to manage projects that include multiple
personnel and to meet deadlines. - Ability to write grants -
Provide and receive supervision - Demonstrates effectiveness as
a member of a team as well as the ability to work independently -
Work in basic computer programs such as MS Word & Excel.,
PowerPoint and Databases. Responsibilities: - Daily deposit,
Raiser’s Edge gift entry, acknowledgement of gifts, database
maintenance and reports. - Donor stewardship and corporate
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solicitations as assigned. - Grant application preparation as
assigned, according to grants calendar and guidelines. -
Coordination of direct mail projects, including printing, list
preparation, and mailouts. - Event participation and support.
Believe in and act in accordance with the agency’s mission
statement and goals - Experience working with diverse
population and groups. - Read and interpret documents such as
operating manuals and professional journals. - Write routine
reports, correspondence and appropriate requests for funding.

https://www.familyabusecenter.org/job-
opportunities/development-coordinator/

Kathy Reid

254-772-8999

Kathy.Reid@familyabusecenter.org



