
 

Position Posting 
Membership and Development Manager 

 
The Membership and Development Manager will help to recruit, onboard, support member programs. 
They are responsible for day-to-day engagement with CVN members, catalyzing relationships between 
them and addressing and resourcing their collective needs.  They will manage related systems, 
processes, and programming, as well as contribute to key projects related to developing additional 
membership tiers and relating to key stakeholders.  

Membership 

• Field all questions and matters relating to the needs of CVN’s membership. Manage the 
“storefront” online (responsible for CVN email, renewal reminders, membership invoices, etc.) 

• Serve as point of contact for maintaining member program’s account in NEON. 
• Collaborate with Membership Committee of the Board of Directors. 
• Recruit new members.  

o Help CVN understand and pursue potential members allowing its mission and 
programming to be increasingly informed by a commitment to social justice, racial 
justice, and equity.     

• Develop onboarding resources and events for newly joined members. 
• Update member program online listings regularly. 
• Support staff regarding issues of membership for website, communications and promotional 

initiatives. This includes content for social media. 
• Continually update, correct, and administer membership database in NEON and listserv. 

 
Development 

• Collaborate with the Leadership Team to implement cultivation and solicitation strategies, 
messages, and systems to facilitate development efforts. 

o Help CVN understand and pursue opportunities allowing its mission and programming 
to be increasingly informed by a commitment to social justice, racial justice, and equity.     

• Manage and coordinate CVN’s direct mail appeals and related solicitations. 
• Collaborate with the Leadership Team to implement foundation grants strategy (including an 

AmeriCorps grant strategy), write grant applications and coordinate reporting 
• Coordinate CVN’s listing with the national and state branches of the Combined Federal 

Campaign (CFC) and the annual applications. 
• Help re-envision CVN’s Mission Appeals strategy. Manage processes such as initial filing, follow-

up to secure invitations, and organizing speakers.    
• Collaborate with the Development Committee of the Board of Directors. 

 

 



Additional Information and Requirements 

This person will report to CVN’s Associate Executive Director. Salary range is $60,000 – 64,000 annually 
for full-time commitment. Part-time or flexible commitment can also be considered.  Benefits may 
include health insurance, 403b savings plan, professional development opportunities, paid vacation and 
annual retreat stipend. This is an exempt position.  

• Bachelor’s degree or related experience. Several years of professional experience in 
development work and customer service preferred. 

• Demonstrated success in managing fundraising efforts and grant writing.   
• Excellent communication skills, both written and oral. Oral and written Spanish language skills 

are a plus.  
• Understanding of foundations (Catholic and secular) that are relevant for CVN’s mission.  

Understanding of trends in philanthropy.  Ability to offer a vision for expanding CVN’s grant 
efforts and beginning new relationships with foundation staff.     

• Strong technology skills. Database management experience.  Familiarity with NEON. 
• Creative and excited about helping support new strategies and systems. Able to learn about 

organizational needs and industry trends and incorporate that knowledge into organizational 
infrastructure and systems.            

• Highly organized.   
• Collaborative and team oriented. 
• Experience with faith-based organizations, ecumenical approaches to service, efforts to deepen 

commitments to diversity, equity and justice, and/or volunteer programs helpful.    
• Flexible, able to work remotely, and able to adjust to changing environments. 

 

Apply 

To apply, please send a cover letter and resume to hiring@catholicvolunteernetwork.org . We seek to 
fill this position ASAP and will review resumes as they are received.  

This job description is not intended to be all-inclusive. Employee may perform other related duties to 
meet the ongoing needs of the organization.  

As part of Catholic Volunteer Network’s commitment to recruiting and retaining a just and 
representative work and volunteer force, we encourage people of color and individuals with disabilities 
to apply. Catholic Volunteer Network is an equal opportunity employer. It is our policy that employees 
and volunteers should be able to enjoy an environment free from all forms of unlawful discrimination. All 
decisions regarding recruiting, hiring, promotion, assignment, training, termination, and other terms and 
conditions of employment or volunteer work will be made without unlawful discrimination on the basis 
of race, color, national origin, sex, sexual orientation, gender identity or expression, disability, or any 
other factor that the law protects from employment discrimination. 

 


