
 
 

 

 

 

 

 

 

 

 

JOB DESCRIPTION 

Fundraising Manager 
 

Summary 

Responsible for revenue generation and successful implementation of multiple campaigns through fundraising 

and grant writing.  Works closely with the executive leadership, enlisting the support of volunteers, administers 

and manages the development and implementation of all fundraising events for the school.   

 

Essential Duties and Responsibilities 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill and/or ability required.  

 

Description of Job Tasks 

 Work with WCA Administration and Executive Board to determine fundraising priorities. 

 Assist in developing a master plan for fundraising events at WCA. 

 Benchmark WCA fundraising events to those of similar organizations. 

 Maintain comprehensive knowledge of the school’s mission and programs to promote and campaign 

fundraising initiatives. 

 Manage and coordinate all aspects of fundraising, donor cultivation, solicitation, and public relations. 

 Manage the creation of promotional efforts and materials to increase funding. 

 Organize donor recognition to ensure that donors are appreciated, ensure that thank you notes and 

tax donation receipts are sent to donors. 

 Supervise donor database management, information retrieval, and analysis. Prepare appropriate 

reports. 

 Develop efficient and effective processes to improve current and prospective donor tracking, including 

but not limited to documenting donor communications, and acknowledging and reporting donations. 

 Create a prospect research program to locate and use publicly available resources for identifying 

prospective donors for each donor segment appropriate to the fundraising campaigns. 

 Update the donor database with current information. 

 Prepare monthly development reports regarding fundraising goals and initiatives, and progress to the 

Executive Director and the Executive Board. 

 Work with Finance Director for budget and reporting, events, monthly reports, and annual reports. 

 Establish and maintain superior stakeholder relations. 

 Synthesize information from a variety of sources into a compelling and persuasive narrative for grants. 

 Identify and negotiate significant in-kind sponsorships and partnerships for programs and projects. 

 Track student graduates and their families to share their successes to encourage annual giving. 

 Possess knowledge and experience in nonprofit and volunteer management, with an emphasis on 

proven fundraising results 

 Recruit, train, and develop volunteers for various fundraising events. 

 Provide organizational and administrative leadership for annual gift campaign. 

 Manage, organize, and grow the annual gift campaign. 

 Set and meet annual goals and targets for the annual gift campaign 

 Provide regular updates to the staff and community about the status of all fundraising efforts. 

 Establish and meet goals, with input from Executive Director, school year, in quantifiable metrics. 



 
 

 

 

 

 

 

Education and Related Work Experience 

 Bachelor’s degree required 

 Three years of related experience in fundraising with non-profit organizations 

 

 

Licenses, Registrations or Certifications 

 Criminal background check required for hire 

 CPR and first aid training will be required at hire 

 

Technical Skills, Knowledge & Abilities 

 Possess the following skills: 

o Oral and written communication skills 

o Conflict resolution skills 

o English language skills 

o Math skills 

o Interpersonal relations skills 

o Interpersonal relations skills 

o Critical thinking and problem-solving skills 

 Adhere to attendance requirements, including regular and punctual employee presence. 

 Maintain honesty and integrity in all aspects of the job. 

 Work independently and manage time effectively. 

 Promote and follow Executive Board policies.  

 Work in varied environments with various people including students, administrators, teachers, parents, 

law enforcement, general public, etc. 

 Communicate, interact, and work effectively and cooperatively with people from diverse ethnic and 

educational backgrounds. 

 Manage multiple priorities and manage multiple tasks with frequent interruptions. 

 Diffuse and manage volatile and stressful situations. 

 Recognize the importance of safety in the workplace, follow safety rules, practice safe work habits, 

utilize appropriate safety equipment, and report unsafe conditions to the appropriate administrator. 

 

Materials and Equipment Operating Knowledge 

 Personal computers, peripherals, and media equipment 

 Microsoft Word, PowerPoint, Excel, Adobe, and other software 

 Typical office equipment 

 

 

 

 

 

 

 

  



 
 

 

 

Physical Requirements & Working Conditions 

The physical demands, work environment factors, and mental functions described below are representative of 

those that must be met by an employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

Physical Activity Amount of Time 

None Under 1/3 1/3 to 2/3 Over 2/3 

Stand   X  

Walk   X  

Sit   X  

Use hands to finger, handle, or feel   X  

Reach with hands and arms   X  

Climb or balance  X   

Stoop, kneel, crouch, or crawl  X   

Talk    X 

Hear    X 

Close vision at 20 inches or less    X 

Distance vision at 20 feet or more    X 

Peripheral vision    X 

Ability to adjust to focus    X 

 

 

Weight and Force Demands Amount of Time 

None Under 1/3 1/3 to 2/3 Over 2/3 

Up to 10 pounds  X   

Up to 25 pounds  X   

Up to 50 pounds X    

Up to 100 pounds X    

More than 100 pounds X    

 

 

Mental Functions Amount of Time 

None Under 1/3 1/3 to 2/3 Over 2/3 

Compare   X  

Analyze   X  

Communicate    X 

Copy   X  

Coordinate   X  

Instruct   X  

Compute   X  

Synthesize   X  

Evaluate   X  

Interpersonal Skills    X 

Compile   X  

Negotiate   X  

 

 

 

 

 
 


