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Position Title:  Development Coordinator 

Status:   Regular, Non-Exempt, Full-Time 

Location:  White River Junction, Vermont 

Hiring Range:  $20.00-23.00/hr 

Salary Range:  $20.00-25.00/hr 

Posting Date:   June 7, 2022 

To Apply:   Submit a cover letter and resume to hr@vitalcommunities.org 

Application Deadline: Applications will be accepted until the position is filled. Vital Communities will  

  begin reviewing applications on June 15, 2022. 

Vital Communities’ Mission 

Incorporated in 1998, Vital Communities is a nonprofit organization that engages Upper Valley people, 

organizations, and communities to create equitable solutions to our region’s challenges. We work with 

dozens of public, private, and nonprofit partners in the 69 NH and VT towns comprising the Upper 

Valley, implementing programs in the areas of climate and energy; economy; food and farm; housing; 

transportation; leadership; and place-based education. All of our programs emerge from and are driven 

by regional needs and community interests. Explore vitalcommunities.org to learn more.  

Position Context 

 

With an anticipated annual budget of $2.3 million in FY 2023, a rapidly expanding staff, and ambitious 

revenue goals moving forward, Vital Communities has a growing need to expand our fundraising and 

development team. The Development Coordinator will support the Development Director with a broad 

array of fundraising responsibilities, including donor cultivation, solicitation, and stewardship of 

individuals, foundations, and corporate donors. 

 

Vital Communities is a highly collaborative organization wherein many of our staff are involved in 

fundraising. In addition to working with the Development Director, the Development Coordinator will 

work closely with the Customer Relationship Management (CRM) Manager and the Finance & 

Administration team to support gift recording, acknowledgement, and reporting processes. The ideal 

candidate for this position will function well in a team setting, is an excellent communicator (both in 

internal and external-facing contexts) and will have a high level of attention to detail.  
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To coordinate our development work more systematically, starting in June 2022, we will be migrating 

from Exceed Beyond by Arreva, our current database, to the CRM software provided by Salesforce. 

Following training, the Development Coordinator will need to use both software programs. 

 

Note: All Vital Communities staff are working remotely until further notice due to the COVID-19 

pandemic. After the pandemic, this position will be based in White River Junction, likely with the option 

of remote work several days per week.  

 

Responsibilities 

 

In collaboration with the Development Director, the Development Coordinator will support all aspects of 

fundraising operations at Vital Communities, including content, format, and logistics. Responsibilities 

will include, but are not limited to: 

• Recording and tracking income in the CRM, including commitments (pledges, grants) and 

payments (gifts, dues, fees) 

• Managing and generating routine and ad hoc development reports 

• Generating donor acknowledgements and coordinating the donor acknowledgement processes 

• Tracking donor and partner updates through media and networks, and keeping donor records 

up to date in the CRM 

• Creating and maintaining development forms 

• Coordinating donor meetings and donor engagement opportunities 

• Coordinating logistics for semi-annual appeals and other fundraising campaigns 

• Supporting Vital Communities’ Board Level Development Committee with logistics, reporting, 

and other tasks 

• Assisting with Vital Communities’ corporate giving program, bundled asks, and other proposals 

 

Desired Skills and Qualifications 

• Accuracy and attention to detail 

• Oral and written communication skills 

• Persuasive communication skills 

• Ability to build collaborative relationships 

• Project management skills 

• Timeliness and organization 

• Basic understanding of nonprofit fundraising and accounting principles/revenue recognition 

requirements 

• Judgement, discretion, maintenance of confidentiality 
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Experience & Education 

The equivalent of a bachelor's degree and 2 to 4 years of related experience 

 

Primary Internal Contacts 

• Supervised by the Development Director 

• Supports CRM Manager 

• Collaborates with the Finance Director and Finance Coordinator on income recording 

 

Expectations of All Staff 

• Understand and support the mission of Vital Communities, considering and supporting the 

needs of the community and strategic direction of the organization in all aspects of work 

• Center justice, equity, diversity, and inclusion in fulfilling job responsibilities 

• Greet the public through all channels of communication with courtesy and respect 

• Network with allied organizations and initiatives 

• Work collaboratively across issue areas and proactively coordinate with other Vital Communities 

staff and teams 

• Meet regularly with supervisor 

• Attend staff meetings and participate in staff activities, including but not limited to trainings, 

planning, evaluation, and fundraising 

• Work in a safe manner and report any safety hazards to the Executive Director 

• Maintain individual workstation and office in a clean, attractive manner  

• Maintain records in accordance with organization policies, including database 

• Practice good work habits of flexibility, efficiency, punctuality, dependability, and confidentiality 

• Strive to upgrade existing skills and learn new ones, setting professional development goals with 

supervisor 

• Employ good communication skills by sharing information, listening to others, and giving 

thoughtful input 

• Work as a team member by helping others and making suggestions for improvements 

• Ability to work with a great deal of personal autonomy as well as in a team setting   

• Proficiency in PC computing and aptitude for quick and self-directed learning of new software 

programs. The team currently uses Microsoft Office, WordPress, Google Suite, Alchemer, Exceed 

Beyond, Toggl, and Adobe InDesign. The organization will be migrating to Salesforce CRM by the 

end of 2022. 

• Access to personal transportation 

• Willingness to work occasional nights and weekends (when required for public engagement, 

stakeholder meetings, etc.) 


