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Sacramento Food Bank & Family Services (SFBFS), a local non-profit organization
serving families and individuals in need since 1976, offers fifteen diverse programs and
services at two facilities in Sacramento. A staff of 83 and several thousand volunteers
accomplish SFBFS’ mission of assisting families in need by alleviating their immediate
pain and problems and by moving them toward self-sufficiency and financial
independence. For more information, please visit www.sacramentofoodbank.org.

POSITION DESCRIPTION

The Development Coordinator works directly with the Director of Development to
support fundraising/development efforts at SFBFS. The Development Coordinator
performs duties which include answering calls and emails from existing donors,
assisting the Director of Development in the coordination of soliciting new supporters,
and supporting implementation of fundraising activities for the organization. This
position also manages third party fundraisers to benefit SFBFS.

The Development Coordinator will perform the following (including but not limited to):
e Assists with execution/delivery of fundraising events, development tours, donor
cultivation activities, check presentations, and other development functions.

e Assists with the annual Run to Feed the Hungry fundraising plan, and engages
with Accounting department for sponsorship invoices and accounts receivable

e Creates sponsorship presentations for various fundraising activities.

e Provides development related content to Communications department for
newsletters, website and social media channels.

e Supports and helps to maintain relationships with donors.

e Research prospects for corporate, foundation and employee giving.
Provides content for donor communications including, thank you letters, donor
spotlights, and social media posts.

e Coordinates fundraising and stewardship events including planning, invites,
logistics, execution as needed

e Other duties as assigned

SKILLS REQUIRED

High School dipolma or eguivalent experience

Proficient in Microsoft Office programs including Qutlook, Word and Excel
2+ years fund development or sales experience

Content management experience

Strong commitment to donor-focused fundraising activities

Prior experience working in a Development department for another non-profit
organization - preferred

e Valid California Driver’s License and auto insurance - required

POSITION DETAILS

e Full Time, non-exempt position (Monday through Friday); may include some
nights, weekends and holidays as required

e Comprehensive benefits including medical/dental/vision/life/AD&D/LTD/
retirement and more

Applicants must submit resume, cover letter, SFBFS’ employment application (Found here:
www.sacramentofoodbank.org/jobs) which should include three professional references to
employment@sacramentofoodbank.org for consideration. No phone calls please.



https://static1.squarespace.com/static/55ad2263e4b0c252acf744f1/t/59133c02e6f2e134e63388fe/1494432770405/SFBFS%2Bemployment%2Bapplication_May2017.pdf
file://///sfbfs-dc01/Company%20Folders/Human%20Resources/HR.Payroll%20forms/Managers%20Only/Job%20Postings/Job%20Postings_RR/www.sacramentofoodbank.org/jobs
https://www.sacramentofoodbank.org/employment/
http://www.sacramentofoodbank.org/

