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JOB DESCRIPTION 
Sierra Nevada Journeys is seeking an organized and detail-oriented individual with strong writing skills for 
a newly created Development Coordinator position. The Development Coordinator is responsible for 
writing grant proposals under $10,000 typically and providing administrative support and coordination of 
fundraising programs and activities to achieve development goals and objectives. If you like to have 
variety in your work and want to be exposed to all facets of fundraising, this is the position for you! The 
Development Coordinator will join a rapidly growing professional team currently comprised of the 
Development Director in Reno, a Development Officer in Sacramento and a Grants Manager in Reno or 
Sacramento. This is an exciting opportunity to be part of a dedicated and successful fundraising team, all 
while working for an organization with a compelling mission and a strong culture of accountability and 
high quality. This is a fulltime, 40 hours/week position located at either the Reno or Sacramento offices. 
The Development Coordinator reports to the Development Director in Reno. 
 
ESSENTIAL FUNCTIONS 
 
Grant Writing and Coordination 50-60% 

 Under direction of the Grants Manager, develop narrative and budget materials for select 
proposal submissions (typically under $10K) while adhering to specifications and required 
timeframes. 

 Work with Grants Manager and other appropriate staff to develop and transform ideas into grant 
proposals. 

 Prepare and submit select grant reports. 

 Maintain grant tracking spreadsheet/system and ensure grant application, report deadlines and 
other interactions are met. 

 Assist the Grants Manager as needed with other grant applications and reports, including 
information gathering, writing and editing. 

 Research grant funders as needed. 
 
Donor Relations and Database Management 30-40% 

 Promptly record gifts in database and generate thank you letters. 

 Provide oversight and implementation of donor stewardship plans to ensure donors (foundations, 
corporations and individuals) are receiving appropriate touch points/interactions by appropriate 
staff members at appropriate times throughout the year. 
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 Maintain accurate donor records in DonorPerfect. 

 Assist staff members as needed with updating donor contact records in DonorPerfect to ensure 
meetings and conversations with donors are documented. 

 Research potential donors as needed. 

 Assist with scheduling meetings with donors as needed. 

 Prepare information and presentation materials for donor meetings as needed. 

 Manage donor segmentation in DonorPerfect (donor codes) and scrub mailing lists so that 
fundraising appeals are targeted to appropriate donor audiences. 

 
Development Marketing 10% 

 Provide coordination assistance for digital campaigns and direct fundraising campaigns including 
preparation of target lists, writing messaging copy and gathering data for analysis. 

 Manage donor segmentation in DonorPerfect (donor codes) and scrub mailing lists so that 
fundraising appeals are targeted to appropriate donor audiences. 

 Support development-related marketing events by assisting with coordination of activities and 
occasionally representing the organization at events. 

 
REQUIRED QUALIFICATIONS 

 Bachelor’s degree or equivalent experience in related field. 

 Minimum of 2 years in fundraising, business, marketing or project management. 

 Excellent writing and oral communication skills. 

 Strong problem solving and decision making skills. 

 Impeccable organization skills and attention to detail. 

 Strong keyboarding skills and accurate data entry. 

 Ability to work both independently and as part of a team in a fast-paced environment. 

 Strong project management skills with ability to meet deadlines. 

 Ability to analyze data and identify trends. 

 Proficient in Word Office Suite (Outlook, Word, Excel, PowerPoint). 

 Enthusiasm and appreciation for the value of outdoor, science education and summer camp 
programs for children. 

 
PREFERRED QUALIFICATIONS 

 Grant-writing or proposal-writing experience. 

 Nonprofit experience, either paid or as a volunteer. 
 
To apply, please send your resume and a cover letter to Karen Senger, Development Director, at 
jobs@sierranevadajourneys.org. In the subject line of your email please include “Development 
Coordinator” and your last name. Deadline for applications is June 14, 2017. 
 
ADDITIONAL ORGANIZATION INFORMATION 
Sierra Nevada Journeys is built on a simple premise: Science education is a necessity, and nature’s 
classroom is a great place to teach it. Our full mission statement is to deliver innovative outdoor, science-
based education programs for youth to develop critical thinking skills and to inspire natural resource 
stewardship. To achieve this mission, Sierra Nevada Journeys offers a range of programming to students 
in northern Nevada and California: 

mailto:jobs@sierranevadajourneys.org
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 Our credentialed teachers create innovative, engaging curriculum for 1st-6th graders, teach in the 
classroom and lead field expeditions.  

 We host students, teachers and families at our Outdoor School located at Grizzly Creek Ranch, 
near Portola, CA, and run an epic summer camp for 8-17 year olds. 

 We train teachers on how to bring engaging STEM lessons to their classrooms as well as how to 
utilize the outdoor classroom. 

 Through our Family Science/STEM Nights, we involve families to reinforce classroom concepts. 
Here at Sierra Nevada Journeys we believe that outdoor science education is not just a luxury but a 
necessity. Over 55% of the students we serve are from low-income families, and building capacity to 
fundraise enables us to help under-served students across our region. 
 
WHO ARE YOU? 
Our program participants reflect the diversity within our communities, and we value the same on our 
staff. Whether you’re an urbanite or mountain (wo)man, from the east coast, west coast, North Pole or 
Mars, you’ll fit right in. Though we come from all sorts of places, what bonds the Sierra Nevada Journeys 
family is a deep commitment to our mission and the skillset to execute it.  
 
WHERE WE OPERATE 
Sierra Nevada Journeys has three locations: headquarters in Reno, NV, science campus in Portola, CA, and 
a growing office in Sacramento, CA. We serve students along the I-80 corridor from Sacramento to Fallon 
with the majority of students clustered around our three locations. 
 
ABOUT RENO AND SACRAMENTO 
The Development Coordinator can work at our office in Reno, NV, or Sacramento, CA.  
 
With big-city amenities but a small-town vibe, Reno has the best of both worlds (like our 19 minute 
average commute and international airport located 2 miles from downtown). Reno’s emerging urban 
culture is juxtaposed against world-class recreation. From the whitewater rafting park in the middle of 
downtown to 18 ski resorts and nearby Lake Tahoe, Reno is a wonderful place to work and play, with a 
little something for everyone.  
 
Sacramento is located 90 miles from San Francisco, 105 miles from Lake Tahoe and is the state capitol of 
California. Harvard researchers have named Sacramento as “America’s Most Diverse City”. There’s an 
easy international airport 11 miles from downtown, but with everything to do in Sacramento you might 
not need it too often! From art to food to events to history, Sacramento’s culture will keep you busy year-
round. If you decide you’ve had enough of city life and want to connect with the outdoors you don’t have 
fart to go – Sacramento tied with San Francisco and Boston for 3rd place for America’s best park systems. 

 

 
We are proud to be a 2014, 2015, 2016 and 2017 finalist for  
Best Places to Work, and a GuideStar Gold Rated non-profit. 

http://content.time.com/time/nation/article/0,8599,340694,00.html

