
    

** All qualified candidates will receive consideration for employment without regard to race, creed, color, religion, national 
origin, gender, gender identity, sexual orientation, disability, marital status, height, weight, or age. ** 

 

Job Title: Development Manager Position Type: Full-Time, Salaried 

Department/Group: Fund Development; Reports to 
CEO 

Education 
Required: 

Bachelor’s degree 

Location: Wilson Ave NW Travel Required: Intermittent local travel 

Date Posted: October 15, 2019 Mission: Our mission is to provide quality nutrition 
services in a supportive environment to 
promote the health and independence of 
older adults.  

Applications Accepted: Email or Mail 

E-mail:  rherpolsheimer@mowwm.org   Subject Line: Development Manager Position 

Mail: Meals on Wheels of Western Michigan, Attn: R. Herpolsheimer 2900 Wilson Ave SW Ste 500  Grandville, MI 49418 

General Summary 

This position is responsible for the oversight of all annual fund, major gift, and planned giving activities and includes identifying, 
researching and securing funds available through individuals, foundations, and businesses and the oversight of development staff 
and volunteers and processes. Qualified candidates will have proven success in managing various volunteer committees and the 
ability to work well in a fast-paced team environment.  Prefer a minimum of five years fundraising experience. 

Essential Functions include (but are not limited to): 

• Work collaboratively with the Board, CEO, COO and/or Resource Development teams to determine annual and long-term 
resource development objectives. Create and manage strategic and detailed plans that meet annual and long-term 
resource development objectives.  

• Recruit and renew donor development committee and event committee members and ensure they have appropriate tools, 
training and support to be effective and efficient in their work on the organization’s behalf. 

• Create and provide monthly reports to management on resource development activities and status.  

• Work collaboratively with administrative staff to ensure effective utilization of the donor database, including the efficiency 
of donor acknowledgment letters and the creation of accurate reports. 

• Oversee the direct mail process and communication calendar to ensure best practices are being met or exceeded 

• Oversee all aspects of the fundraising events.  Assist in creation of all goals and the annual review of how all events work 
into the overall development plan and strategy. 

• Carry a case load of major donors and actively participate in their recruitment, renewal, and cultivation. 

Qualifications: 

• Worked within a Fund Development setting of a non-profit organization for five (5) plus year preferred; including managing 
staff 

• Strong ability to communicate, both written and verbally, about the organization and its mission. 

• Demonstrated ability to successfully manage a resource development team. 

• Ability to interact with all levels of constituents including board, donors, community leaders. 

• Required skills in Microsoft Word and Excel, email, and general internet functions. 

• Some comfort with Social Media and Little Green Light donor database preferred. 

Disclaimer 

The above statements are intended to describe the general nature and level of work being performed by the people assigned to this 
classification and are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel 
so classified.  The listed duties may be changed at the discretion of the incumbent’s manager/supervisor. 
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