
 

 

JOB DESCRIPTION 

 

Job Title:    Development Manager 

Supervisor: Executive Director  

FLSA Classification:  Exempt 

Status:    Part-time <up to 20 hours/week> or Consultant (available to established LLCs) 

 

Position Overview: 

The Development Manager is responsible for identifying and attracting various funding resources including 

Foundation and Corporate Partnerships, Public Funding and Individual Donors. The Manager will execute, 

coordinate and implement annual fund development plans in order to meet NAMI New Jersey budgetary goals. 

This position will manage development systems, grant writing and individual giving campaigns; as well as, 

assist with statewide fundraising events such as annual NAMIWalks NJ.   

 

Essential Job Functions: 

 Plan, develop, and implement the donor program; build a portfolio of donors and prospective donors. 

Manage the portfolio to ensure that timely steps are taken toward major gift solicitation;  

 Seek and obtain sponsorships for major events such as Annual Conference and NAMIWalks NJ; 

 Grant writing and working with related program teams to develop proposals by assembling information 

including project nature, objectives/outcomes/deliverables, implementation, methods, timetable, staffing, 

budget, standards of performance, and evaluation; 

 Draft proposals for specific donors for funding initiatives/campaigns as necessary; 

 Establish ongoing relationship with donors; coordinate and conduct regular cultivation and stewardship 

communications through mailings, phone calls, meetings, events and solicitations; identify potential major 

gifts, and work with the Executive Director and Associate Director of Development and Communications to 

develop cultivation and solicitation strategies; 

 Perform acknowledgement and thank-you activities, such as phone calls, emails, letters and hand-written 

notes, and funded-initiatives status reports;  

 Incorporate funder/donor recognition in annual organizational events, e.g. Annual Meetings and 

Conferences; 

 Work with all staff collaboratively on development efforts to secure adequate funding for the organization, 

including the Annual Walk, conferences and other program events; 

 Plan, develop, and implement online solicitation opportunities, such as holidays and special days; 

 Work with Marketing and Communications Manager to utilize social media fundraising tools (including 

Facebook’s Fundraising Tools); 

 Plan, organize, and execute fundraising events such as corporate and professional dinners, parlor meetings, 

and special events to include organizing event committees and meetings, coordinating event program, 

securing honorees and attendees, working with venue staff and catering logistics, etc.; 

 Cultivate and maintain community relationships and community outreach as it relates to fundraising; 

identify potential speakers for activities and/or events;  

 Manage the donor database (DonorPerfect) to ensure accuracy of all donor and gift information; prepare 

donor reports and lists as required; work with Finance Manager to ensure DP subscription; 

 Other related responsibilities as assigned.   

 

Supervisory Responsibilities: 

This position has direct and indirect supervisory responsibilities and may be required to assist in the recruitment 

of, preparation of and/or prepare and deliver discipline and performance evaluation to subordinate staff. 

 

Education & Experience: 

 Minimum of Associates Degree. Bachelor’s degree preferred; and 



Job Description: Development Manager 

 A minimum of 5-7 years fundraising experience, including special events planning. 
 

Skills Required:  

 Must demonstrate a pleasant professional demeanor at all times with the ability to communicate clearly, 

concisely and courteously with all customers, clients, guests and staff; 

 Experience developing and implementing fundraising strategies and plans; 

 Experience in direct solicitation and closing gifts; 

 Experience with donor management systems (including DonorPerfect) and development operations;  

 Proficiency in social media fundraising tools (including Facebook’s Fundraising Tools);  

 Ability to communicate and interact effectively and diplomatically with others, both orally and in writing, to 

obtain and furnish information, respond to inquiries and resolve problems;  

 Intermediate level in Microsoft Office Suite (Word, Excel); 

 Capable of building and sustaining relationships with a diverse constituency;  

 Commitment to diversity, equity, inclusion and belonging principles;  

 High energy, creating and continuous learning approach to solving challenges; and 

 Organized, detail oriented, able to adhere to timelines and prioritize and manage multiple projects 

simultaneously. 

 

Physical Demands: 

 Must be able to lift up to 20lbs;  

 Must be able to sit for long periods of time and use their hands and fingers to handle or feel;  

 Must be able to exchange accurate information via verbal in-person and telephone communications and 

written via electronic communications; and 

 The employee is occasionally required to stand, walk, reach with arms and hands, climb or balance, and to 

stoop, kneel, crouch or crawl. 

 

Working Conditions: 

 Working conditions are normal for an office environment; noise level in the work environment is usually 

quiet to moderate; and  

 Must be available to work some nights and weekends. 

 

The above statements are intended to describe the general nature and level of the work being performed by 

people assigned to this work. This is not an exhaustive list of all duties and responsibilities. NAMI New Jersey’s 

management reserves the right to amend and change responsibilities to meet business and organizational needs 

as necessary. 

 

 

To apply: 

Please send cover letter, resume and writing sample to Deb Walker at dwalker@naminj.org  

 

mailto:dwalker@naminj.org

