
  
JOB DESCRIPTION 

 

Fundraising and Development Manager 
Full-time preferred; part-time considered 

Position based in Green Bay 
 
 This role does require a cover letter be sent with every application 
 
Position Summary 
Under the direction of the Director of Development, the Fundraising and Development Manager will manage 
events and a portfolio of mid-level prospects leading to significant increases in revenue.  
The Fundraising and Development Manager will be responsible for stewarding targeted donor segments through 
strategic appeals with a goal of donor acquisition, retention and growth. This position will also lead the 
implementation and organization of new fundraising strategies including, but not limited to, events, monthly 
and quarterly campaigns and other initiatives as outlined by the development team.  
 
Reports to 
Director of Development 
 
Education 

1. A related post-secondary degree in business, communications, marketing or public relations related 
field; and related abilities through ongoing development.  

 
Knowledge, Skills and Abilities 

1. Three+ years experience organizing successful special events 
2. Five+ years relationship management experience, including establishing and growing relationships with 

a proven track record of meeting or exceeding annual revenue targets 
3. Demonstrated success in soliciting gifts in the $1,000 to $9,999 range 
4. Strong project management skills 
5. Strong proficiency in both written and oral communication 
6. Excellent interpersonal and social skills 
7. Excellent organizational and problem solving skills  
8. Demonstrated commitment to meeting deadlines 
9. Demonstrated professionalism, perseverance, optimism and a positive attitude when working with 

donors and colleagues 
10. Competency and proficiency in the use of computers including knowledge of databases, spreadsheets, 

word processing, social media, and email 
11. Experience using fundraising database programs, preferably Raiser’s Edge 
12. Experience with Planned Giving preferred 
13. Must be a self-starter  
14. Must be success-driven 
15. Must be willing to travel 
16. Must be able to work a flexible schedule 
17. Valid WI Drivers’ License, reliable transportation and poof of current automobile insurance coverage 



 
Employment Status 
Exempt 
 
Key Job Duties 
The Fundraising and Development Manager carries out two main categories of responsibility: 1) portfolio 
manager and 2) event manager.  
Specific duties may include, but not limited to: 

1. Create and implement a stewardship program for mid-level donors which includes cultivation and 
solicitation strategies. Will solicit and close gifts and ensure appropriate recognition of donors. 

2. Develop, prioritize and implement cultivation, solicitation and stewardship strategies for current and 
prospective individual, corporate and family foundation donors that successfully engage donors through 
the giving cycle. 

3. Meet prospective donors and supporters on a continual basis to foster meaningful relationships. 
4. Effectively and regularly connect with donors via phone, email and personal visits to advance their 

affinity, allegiance and support of Unity.  
5. Maintain and appropriately record all donor contacts in Unity’s donor database.  
6. Lead and direct fundraising efforts, including fundraising events, mailings, fundraising drives and 

campaigns. 
7. Coordinate with development and marketing staff on the creation of communication materials to garner 

engagement with donors such as: newsletters, fliers, appeal letters and social media posts. 
8. Create, coordinate and implement new and successful fundraising events including, but not limited to; 

walks, donor recognition events and planned giving seminars. 
9. Build annual timelines and work plans, goals and strategies for new, cost-effective fundraising events. 
10. Develop monthly and quarterly campaigns and other initiatives as outlined by the development team. 
11. Assist with projects and assignments as needed. 

 
General 

1. Comply with all applicable local, state and federal laws and regulations as well as policies and 
procedures of Unity 

2. Satisfy mandatory training requirements regarding local, state and federal regulations and/or Unity’s 
policies and procedures 

3. Consistently and concisely document activity according to department protocols and standards 
4. Promote and maintain confidentiality 
5. Maintain personal and professional boundaries 
6. Perform other job-related duties as assigned 
7. Maintain regular and reliable attendance 

 
Customer Service  
Strives for superior service to the extent we exceed our customers' expectations/needs 

1. Recognize the needs and expectations of internal and external customers 
2. Respond to identified needs and expectations, producing positive customer outcomes 
3. Treat customers (internal/external) with respect and dignity 

 
Team 
Demonstrate support for the key organizational values relative to people 

1. Treat other members of the team with respect and integrity 
2. Demonstrate partnership which works towards common team goals 



a. Demonstrate flexibility and/or willingness to adjust work schedule to assure adequate staff 
levels 

b. Anticipate and respond to needs 
3. Apply effective interpersonal communication skills 
4. Respond to people and issues with knowledge/facts 
5. Recognize contributions of team members and provide support/feedback 

 
Continuous Improvement 
Supports organizations efforts focused on continuous improvement 

1. Identify issues as they relate to the process improvement and customer satisfaction 
2. Maintain ongoing involvement with system improvement 
3. Follow through with system improvement changes 

 
Physical and Environmental Requirements 
Essential Physical/Environmental/Technical Skills: 

Employees must have the ability to; operate computers, telephones, and other office equipment, 
communicate both verbally and in writing, sit for prolonged periods of time as required by position, walk, 
bend and lift up to 10 pounds on occasion, organize and prioritize tasks.  

 
Exposure to Hazards: 

In the course of duties there may be a risk of “occupational exposure”.  An occupational exposure defined 
by OSHA is “reasonable anticipated skin, eye, mucous membrane, nonimpact skin, or parental contact 
with blood and other potentially infectious material that may result from the performance of an 
employee’s duties.”  This may also include other potentially hazardous materials. 

 
Personal Protective Equipment (PPE): 

PPE is one measure available to all employees to help reduce the risk of contracting blood borne illnesses 
and other diseases.  It is the employee’s duty to assess the need for PPE’s and the appropriate kind to be 
used.  Furthermore, it is the employee’s responsibility to wear and use the PPE that has been made 
available. 

 
Accountabilities for Mission 
Support and maintain the mission, vision and values of Unity.   
 

HIPAA Access 

Protected Health Information (PHI) may only be accessed as needed to complete assigned job duties.  
  

The above noted job description is not intended to describe, in detail, the multitude of tasks that may be 
assigned but rather to give the employee a general sense of the responsibilities and expectation of his/her 
position.  As the nature of business demands change so, too, may the essential functions of this position. 
 
Apply online at https://unityhospice.org/careers/  
 

 

https://unityhospice.org/careers/

