
   

JOB DESCRIPTION: 
Development Coordinator  

 
 
Position: Development Coordinator 

Classification: Paid, Full-Time, Non-Exempt 

Reports to: Associate Director 

Work Week 
Average work week is 40 hours on-site at Contemporary Craft with the option to work from 
home one eight-hour day per week. Work week is generally Monday-Friday. Occasional 
evenings and Saturdays may be required with adjusted schedule and advanced notice. 
 
Position Summary 
The Development Coordinator provides administrative and operational support for 
Contemporary Craft's fundraising and development activities. Working closely with the 
Associate Director and Executive Director, this position helps keep grant, donor, event, 
sponsorship, and board-related work organized, accurate, and on track. This role is ideal for 
a detail-oriented person who enjoys systems, follow-through, writing, and collaborative 
support for mission-driven work.  
 
Key Responsibilities 
The Development Coordinator’s key responsibilities include:  

• Maintaining grant calendars, deadlines, files, attachments, reporting requirements, and 
supporting documentation. 

• Preparing drafts, templates, attachments, and supporting materials for grant requests 
and reports, as well as donor communications, appeals, sponsorships, and 
stewardship. 

• Gathering and organizing program, exhibition, education, visitation, budget, and 
outcome information from staff for use in grant proposals, reports, appeals, and other 
development materials. 

• Entering and maintaining accurate donor, gift, pledge, prospect, and contact 
information in the donor database/CRM. 

• Preparing mailing lists, email lists, donor reports, and other data pulls for appeals, 
events, stewardship, and internal planning.  

• Supporting donor acknowledgments, correspondence, mailings, and other routine 
development communications. 

• Providing administrative and logistical support for the annual gala, donor events, 
openings, and other development-related events. 

• Helping maintain board records, meeting materials, contact lists, giving records, and 
follow-up documentation. 

• Supporting project timelines, checklists, shared documents, and cross-departmental 
communication to help development activities stay organized and on track.  

 
Qualifications 
CC is looking for a self-motivated, detail-oriented, and collaborative individual who is 
passionate about advancing the arts and building community. The ideal candidate will enjoy 
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administrative work, be highly organized, and bring strong attention to detail, clear 
communication skills, discretion with confidential information, and the ability to manage 
multiple deadlines.  

Applicants should have 1-3 years of nonprofit, administrative, fundraising, communications, 
or related experience, or an equivalent combination of education and experience. Prior 
experience with donor databases, spreadsheets, mailings, events, or nonprofit reporting is 
strongly preferred. Exposure to grant writing or development work is helpful. 

A successful candidate will be comfortable proofreading materials, maintaining accurate 
records, working with data, collaborating across departments, and following through on 
detailed processes.  

 
Requirements & Working Conditions 

• Ability to work on-site at Contemporary Craft, with schedule expectations as outlined 
above.  

• Ability to provide own transportation to perform principal responsibilities. 
• Sedentary work that primarily involves sitting and/or standing. 
• Ability to operate a computer and other office equipment. 
• Light work that may include moving or lifting objects up to 25 pounds. 
• Ability to move about the building and between worksites to accomplish tasks. 
• Ability to staff events, openings, programs, and donor-related activities as needed for 

the role. 
 

This job description is intended to describe the general nature and level of work performed. 
Duties and responsibilities may change as organizational needs evolve. 

 

Salary and Benefits 
Salary Range: $45,000–$48,000, commensurate with experience 

Other benefits include: 

• Group health insurance plan (following organizational policy) 
• Competitive paid time off and paid sick leave package 
• Retirement plan with employer match 
• Discount in the Store 
• Workshop benefits at Contemporary Craft and Pittsburgh Glass Center 

 
Diversity Statement 
Contemporary Craft is an Equal Opportunity Employer. Contemporary Craft is committed to 
workplace diversity and does not discriminate against individuals on the basis of race, 
color, sex, sexual orientation, gender identity, religion, disability, age, veteran status, 
ancestry, or national or ethnic origin in the administration of its employment policies, 
scholarship programs, and other administered programs and activities. 
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Selection Process 
Applications are being accepted on a rolling basis.  Candidates will be contacted for 
interviews via email.    
 
How to Apply 
Applicants should email a resume and three professional references to 
work@contemporarycraft.org. Please include the position title in the email subject line. 
Reference contact information will be requested from finalists. 


