
Development Coordinator

Our promise is to educate, coach, and advocate for girls and women with an

aptitude, talent, and passion for STEM. Through engagement of top STEM

companies, universities, teachers and hands on curriculum our girls

discover the endless opportunities available to them in STEM.

The Development coordinator will work closely with the Director of

Development and extended team to execute Project Scientist’s vision and

advance the mission. The Development coordinator will be responsible for

managing all things related to donors, fundraising activities, grant writing,

and monitor development activities and pinpoint trends to make informed

decisions about future activities.

The Development Coordinator must be a results-driven fundraising

professional with a superior work ethic and creative revenue-generation

ideas. Organization skills are also a big must, as the development

coordinator often handles many unique tasks at once in a highly

competitive nonprofit landscape, as well as a solid experience in diverse

fundraising environments.



We’re looking for individuals with the skills to:

● Work closely with the Director of Development on fundraising goals

for current year and future through account management, partnering

in donor relations, and thorough follow-up on management assets.

● Support all fundraising efforts including corporate sponsorship,

grants, major gifts, individual giving and events as needed.

● Maintain donor relationships, including meeting with major donors,

keeping them updated on recent events, and involving them in ways

that work for them.

● Partner closely with the marketing team to optimize development

efforts.

● Serve as primary post-sales contact operating in close alignment with

staff to ensure high renewal rates.

● Identify donor needs and work to exceed donor expectations.

● Develop, research and manage new and existing partnerships with

STEM companies and foundations.

● Collaboration with programming team

● Grant writing- Prepares proposals by determining concept, gathering

and formatting information, writing drafts, and obtaining approvals.

● Ensure all gifts are properly processed and recorded; and ensure the

donors are properly thanked for their generosity.

Position Qualifications

● A commitment to help girls grow, learn, and connect to STEM.

● 2 or more years of professional experience demonstrating progression

in a development role.

● Proven interpersonal, decision-making, leadership skills, and ability

to work with a wide variety of potential donors, supporters, and

external stakeholders.

● Must work in salesforce for all fundraising and scholarship processes.

● Promotional campaign management experience



● Annual forecasting of community engagement

● Strong digital skills across G Suite, Zoom, Cisco, Salesforce, and

Asana

● Exceptional written and oral communication skills.

● Must be able to apply analytical thinking and analyze data.

● Engage community stakeholders to build support for integrated

service delivery and inform its operations.

● Ability to travel as needed (less than 10%)

To apply for the role, please email your resume to

hiring@projectscientist.org. Applications will be reviewed and

qualified candidates will move forward with a phone or in-person interview.


