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Job Title:  Development Coordinator 

Hours: Full-time (40 hours/week); some evenings and weekends required 

Reports to: Director of Development 

Purpose: To advance the mission of the Literacy Council of Northern Virginia by working as part of a 

team to meet and exceed financial, human and in-kind resource goals and to strengthen 

relationships between donors and LCNV. 

 

Donor Management: 

1. Process all incoming gifts for the organization, including in-kind, cash, check, credit card, and online 

donations, as well as recurring and employer-matched donations. Designate soft credit and pass thru 

donations where applicable. Create & populate records in Salesforce to ensure online donations are 

accurately captured and analyzed. 

2. Write and produce acknowledgement letters for all charitable gifts. Prepare and send notifications for gifts 

made in honor/memory of someone. 

3. Maintain donor database, including updates, data entry and generation of reports. 

4. Manage appeal mailings, which entails; donor analysis; creating segmented and personalized appeal letters, 

reply cards and mailing labels for multiple target groups; track and analyze results. 

5. Complete applications for and oversee employee-giving programs (e.g., United Way and World Bank) and 

government tax credit programs (VA Dept. of Education Neighborhood Assistance Program (NAP)). 

6. Track results and generate reports for specialized donor ‘campaigns’, e.g., challenge grant/matching gift, 

major gift campaign, NAP, etc. 

7. Reconcile donations on a monthly basis with Finance Manager. 

8. Update internal procedures for donor management and appeal mailings. 

 

Special Events: 

1. Manage the planning and logistics of special events, including LCNV’s Annual Recognition Ceremony held 

each June.  This entails the development of work plans, communicating and monitoring task requirements, 

preparing materials, and supervising event day activities and logistics. 

2. Conduct post-event follow-up and acknowledgement, including event evaluation. 

 

Grants: 

1. Write and prepare small grant proposals and reports as assigned by the Director of Development.  

2. Assist with reviewing grant proposals as needed by the Director of Development. 

 

Miscellaneous: 

1. Assist with class registrations. 

2. Conduct student assessments as needed during class registrations and post-testing. 

 

Qualifications 

1. Education: Bachelor’s degree 

2. Experience: Two years professional, with a strong background in writing. 

3. Exceptional attention to detail, superior written and verbal communication skills. 

4. Strong computer skills, including Word, Excel and database management (Salesforce strongly desired). 

5. Ability to work independently and as part of a team with the ability to meet strict deadlines. 

6. Committed to LCNV’s mission and endorses AFP’s Code of Ethics and Donor Bill of Rights. 


