
 

DEVELOPMENT COORDINATOR 

 

The Giving Kitchen (GK) Development Coordinator is primarily responsible for 

supporting the development team in administering the organization's long-term 

strategic development plan. This entails supporting outreach efforts and managing 

communications and relationships with GK’s donors. The role necessitates working 

closely with other departments at GK, including the finance department to prepare 

budgets, manage deposits and monitor donations. They will also work with Executive 

Director to develop and execute communication and engagement strategies with donors.  

 

GK’s Development Coordinator will typically work in an office setting, although they 

may also plan and attend some outdoor outreach and fundraising events. A typical day 

consists of communicating with existing donors, managing Salesforce CRM data, 

checking the mail, managing restaurant partners and fundraising efforts, processing 

all donations and reporting to senior leadership, data entry, supporting office 

vendors and vendor requests, and consulting with supervisors to ensure that the 

development plan is carried out. 

 

GK’s Development Coordinator will report to and work under the direct supervision of 

the Development Director and is expected to work closely with the development team. 

As a result, skills such as communication, database management, time management and 

teamwork are needed.  

 

The goal of the Development Coordinator will be to support: 

 efficient communications with donors 

 tracking of the Multiply Joy employee-giving program 

 effective processing of all donations  

 a fundraising strategy to cultivate and enhance meaningful, strategic 

relationships 

 

Key Responsibilities: 

Ongoing management of GK strategic fundraising plan, which includes:  

 Process all incoming cash, checks and online donations and correspondence with 

donors. 

 Intake all checks, and process online donations, Staplehouse donations and 

cancellation donations, third-party event payments, and Multiply Joy employee-

giving payments. 

 Support preparatory tasks for accounting and audit. 

 Maintain SalesForce database. 

 Merge duplicate accounts. 

 Clean/clear poor or missing data. 

 Advise staff on best practices for donor management, and ensure that data 

entry, including gifts, is accurate. 

 Run bi-weekly reports on incoming donations, and present to development team. 

 Coordinate and implement solicitation and acknowledgement mailings. 

 Support annual fund. 



 

Additional responsibilities include but are not limited to: 

 Work with Executive Director, corporate sponsorship committee and consultant, and 

Development Director to establish and maintain effective relationships with 

corporate and individual donors and to personally solicit gifts, as needed. 

 Support the fundraising efforts of the Executive Director, Board of Directors, 

Development Director and key staff. 

 Manage development administrative needs, including gift processing, donor 

acknowledgement, collection and tracking of pledges, acknowledgement and renewal 

letters for all financial and in-kind donations, and maintain donor records. 

 Support the Executive Director and development team prospect list generation and 

outreach strategies. 

 Respond to standard email and phone requests for donation information. 

 Assist with coordination of special donor cultivation meetings and events. 

 Work with Corporate Development Consultant to ensure donors receive high-quality 

follow through and that all sponsorship benefits are successfully implemented.  

 Provide general office administrative support, including preparation of 

correspondence, data input, filing and other duties as needed. 

 Manage office vendor relations and calendar: exterminators, cleaners, printer and 

contract services. 

 

Personal Style Characteristics: 

 Works well in a collaborative environment. 

 Treats potential grantees, donors, board, volunteers and staff with respect. 

 Is detail oriented and budget minded. 

 Is a team player. 

 Understands and exemplifies the GK voice. 

 Is flexible in work style and calm under deadline. 

 Is organized and able to rally others to a common goal. 

 

Technical Ability:  

Experience working with Salesforce, Click & Pledge, Excel, Word and Outlook.  

 

Benefits: 

 Competitive hourly rate. 

 

This is a part-time, 30-/+ hours per week, hourly position that requires some 

flexibility for night and weekend work. Qualified applicants should send their resume 

and cover letter to Naomi@TheGivingKitchen.org. Be sure to use this opportunity to 

show more of your personality, tell us how you are connected to Giving Kitchen or the 

Atlanta restaurant community, or highlight additional professional and personal 

experiences. Due to high response rate for this position, only those possessing the 

desired personality and skills will be considered for in-person interviews. 

Anticipated hire date is mid-May. 
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