
DEVELOPMENT COORDINATOR POSITION DESCRIPTION 
 
Organization:   Interfaith Hospitality Network of Greater Cincinnati  

Position:   Development Coordinator (Full-Time) 

The Interfaith Hospitality Network of Greater Cincinnati (IHNGC) provides homeless families emergency shelter and hospitality 

through interfaith communities and assists families in finding and retaining stable housing. IHNGC is seeking a Development 

Coordinator that will promote IHNGC’s mission and support its $1.8 million budget through fundraising, communications and 

development, as well as other agency functions.  

Required Qualifications: 

1. Bachelor’s Degree in relevant field of study 

2. Experience working in non-profit organizations preferred 

3. Excellent computer skills (Required Proficiencies in: Mailchimp, Outlook, Word, Excel, Publisher; Desired 

Experience/Proficiencies in:  QuickBooks, Neon CRM) 

 

The ideal candidate will embody: 

1. Excellent written and verbal interpersonal communication skills 

2. Problem solving ability 

3. High degree of initiative 

4. High attention to detail 

5. Genuine team player 

6. Commitment to serving those in need 

7. Ability to maintain sense of humor in a high pressure environment 

8. Ability to work with a culturally diverse staff and client base 

9. Excellent sense of customer service and flexibility in regard to agency 

10. Stellar organizational skills 

 
Position Responsibilities: 

 Fundraising/Financial 

 Maintain development calendar including tracking of grant due dates, events, mailings and other key timelines. 

 Complete grant writing, compliance and research.  

 Coordinate logistics of quarterly donor appeal and other mailings. 

 Maintain donor database. 

 Maintain donor thank you letters and other acknowledgements. 

 Coordinate annual Holiday Giving campaign. 

 Lead planning efforts for events including a volunteer appreciation event, 5K walk, and annual major fundraiser. 

 Serve as liaison with Development and Event Planning Committees. 

 

 Administration/Communications 

 Set and maintain calendar for administrative meetings. 

 Take and maintain minutes for specified meetings.  

 Maintain fundraising and development files electronically and in hard copy, where appropriate. 

 Conduct website maintenance and updates. 

 Work on social media updates, newsletters, and other communications.  

 

       Team 

 Participate in weekly staff meetings. 

 Participate in weekly supervision meetings with Executive Director. 

 Rotate weekly on-call duties with other staff. 

 Other duties as necessary to meet guest and agency needs. 

 

Accountability: Reports to the Executive Director. 

 

Hours: 40 hours per week, generally Monday-Friday, 9 AM-5 PM, some flexibility with weekend and evening events required. 


