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INDIVIDUAL GIVING COORDINATOR 

 
Growing Home, a job training program for individuals with employment barriers, has been 
working in Englewood for the past decade. The Development department at Growing 
Home is looking for a dynamic Individual Giving Coordinator to join to our team. We are 
seeking candidates who are detailed oriented, have exceptional organizational and 
relationship building skills, and thrive working in a dynamic role. 
 
Top candidates will be energetic, committed to individual and social change, and willing to 
assist in all aspects of our development work. The Individual Giving Coordinator is 
responsible for leading the team in donor prospecting, cultivation, solicitation, 
acknowledgement, and engagement at all levels of giving—working closely with the Director 
of Development to build and manage a robust major gifts program. The Coordinator will take 
a lead role in planning the annual campaign and donor cultivation and stewardship events; 
this work includes supporting Benefit planning and leading the Backyard Dinner and other 
small events as key donor engagement opportunities. The Coordinator will lead the Associate 
Board and support the Director of Development in facilitating Governing Board fundraising.  
 
The Individual Giving Coordinator works Monday through Friday at Growing Home’s 
administrative offices currently located at 2732 N Clark Street. In addition, the Coordinator 
will have the ability to travel to, and work from, our Wood Street Urban Farm at 5814 S. Wood 
St. an average of once a week until the administrative office relocates to Englewood on 
Chicago’s South Side where the Development Team will then be based (expected by the end of 
2018). The Individual Giving Coordinator is supervised by the Director of Development. 
Primary work hours will be between 9:00 am and 5:00 pm. For special events or at 
particularly busy times per year, the Individual Giving Coordinator will be required to work 
weekend or evening hours. 
 
To apply, submit an application to jobs@growinghomeinc.org. Your application must consist 
of a cover letter, resume, and two professional references. The subject line of your application 
email should be “Individual Giving Coordinator.” Applications must be received as a single 
PDF document. Emails only - calls, in-person visits, and postal mail will not be accepted. 
Incomplete applications or applications that do not comply with the outlined application 
procedure will not receive a response with submission. 
 
Complete applications will be accepted through Friday, September 7, 2018. Anticipated start 
date for the position is on or around October 15, 2018. 
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JOB DESCRIPTION 

 

RESPONSIBILITIES 
 
Primary Duties: 
 

• Major gifts program management: conduct donor research/segmentation and 
prospecting, help establish then manage program procedures, manage a small 
portfolio of donor relationships and support other staff in managing their donor 
portfolios, assist in developing major gift proposals, create reports 

• Donor relations: develop donor cultivation, acknowledgement, and stewardship 
strategies, lead activities including cultivation events, and ensure proper tracking of 
donor engagements in the organization’s donor database, in partnership with 
Development Assistant 

• Annual campaign: with the Director of Development, develop and manage the end-
of-year fundraising campaign, and develop additional campaigns as appropriate 

• Benefit: play a lead role benefit planning as appropriate (specific duties will change 
from 2018 to 2019) 

• Events: lead 2-3 smaller fundraising/friendraising events throughout the year 
including the annual Backyard Dinner event in September  

• Associate Board: serve as the staff lead to the Associate Board, leading member 
recruitment, engagement, and fundraising with support of the Grants & 
Communications Associate and Development Assistant 

 
Secondary Duties: 
 

• Board of Directors: with the Director of Development, assist the Board of Directors 
with fundraising and donor engagement 

• Communications: assist with newsletters, marketing collateral, annual reports, and 
other communications as needed—especially as it applies to donor engagement 

• Grants: assist with institutional grant and report writing, and management as needed 
• Other duties as assigned 

 

SKILLS AND QUALIFICATIONS 
 

● Bachelor’s degree strongly preferred 
● At least three years of experience leading an individual giving program including 

donor engagement through events and campaigns   
● At least two years of experience with major gifts and board relations  
● Demonstrated ability to build long-term relationships with a wide variety of 

stakeholders in a positive, engaging manner 
● Superior written and verbal communication skills 
● Some experience with communications, PR, and/or grant-writing preferred 
● Professional computer skills, proficiency in Microsoft Office Suite and Google Suite, 

proficiency in Gift Works, Salesforce, Wealth Engine; also, WordPress, Constant 
Contact or similar programs a plus 

● Commitment to Growing Home’s mission and values 
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Travel for meetings, events and place-based work will be required as well as the ability to work 
some evenings and weekends. Must have an aptitude and willingness to navigate public 
transportation throughout the greater Chicago-area, or a valid driver’s license and access to a 
vehicle. 
 
This is a full-time position exempt from overtime pay. In addition to base wage, Growing Home 
offers a competitive benefits package.   
 
All qualified applicants will be considered for employment without regard to race, color, creed, 
national origin, sex, age, disability, marital status, sexual orientation, gender identity, military 
status, current employment status, or prior record of arrest or conviction.  
 


