
DEVELOPMENT COORDINATOR JOB DESCRIPTION

ORGANIZATIONAL DESCRIPTION WAISN is a grassroots coalition of over 100
immigrant and refugee rights organizations, formed in the wake of the November 2016
elections. WAISN’s mission is to protect and empower immigrant and refugee
communities, establish statewide mobilization and galvanize communities through
collective action across WA.

POSITION SUMMARY The Washington Immigrant Solidarity Network seeks a highly
talented development person to manage development, fundraising efforts, digital and
field communications.

RESPONSIBILITIES & DUTIES OF THE POSITION

I. Development: Fundraising & Donor Relations (50%)
A. Build relationships with current and prospective donors and funders

through personal contacts, regular communications and other activities;
B. Oversee timely acknowledgment of all gifts and grants;
C. Manage the donor database, hosted on Little Green Light, ensure

accuracy, and provide data, lists, analysis and insights;
D. Implement Fundraising Plan by applying to grants and seeking donations

from individuals and community partners;
E. Provide fundraising reports, updated donor lists, and prepare development

reports for steering committee meetings;
F. Organize and coordinate fundraising campaigns, including GiveBIG and

other online fundraising appeals;
G. Plan local fundraising programming, including building of a volunteer

fundraising team, donor events, presentations and donor appreciation
parties.

II. Grant Management (35%)
A. Research grant opportunities and makes recommendations to staff team

regarding prospective grant opportunities;
B. Draft and submit LOIs (Letters of Interest) and grant proposals to current

and new funders;
C. Manage grant database, deadlines, and follow-up with funders;
D. Complete grant reports for funders;
E. Support the WAISN co-directors in maintaining strong relationships with

funders, including scheduling and preparation for meetings;
F. Communicate relevant information between WAISN and funders.

III. Administrative Tasks (15%)
A. Assist in the coordination of monthly network meetings;
B. Coordinate, support and  provide guidance to Network’s various work

groups;



C. Lead and/or co-facilitate meetings to develop and sustain new
communication tools for staff, members and volunteers.

KNOWLEDGE, SKILLS AND ABILITIES
● Demonstrated commitment to immigrant rights and social justice issues, and the

Network’s organizational values;
● At least 6 months experience working in similar development or communication

roles preferred;
● Strong writing skills, particularly for writing succinct grant proposals and reports

and press communications;
● Fluency in both oral and written Spanish required;
● Model learning, transparency and accountability to solve problems;
● Excellent interpersonal and relationship-building skills;
● Ability to manage multiple projects at once and prioritize tasks as needed;
● Demonstrated ability to organize time and manage multiple projects successfully;
● Ability to thrive in a changing environment and to remain flexible and

adaptive;
● High degree of ownership – able to proactively identify opportunities and

propose solutions, willing to roll up sleeves and pitch in on a variety of
tasks.

● Flexibility to work evenings and weekends, when necessary;
● Demonstrate technical expertise in a variety of data and technology systems;
● Contribute to and lead interdisciplinary projects, coordinating closely with

member groups;
● Solid understanding of website and content development;
● Desire to invest in the Network’s growth and development;
● Proficient computer skills, especially Google docs and Wordpress;
● Experience with productivity tools a plus, including Little green light, Quickbooks,

mailchimp, piktochart, and canva.

COMPENSATION This is a full time position. The salary range for this position is
starting at $53,000 depending on experience, plus annual cost of living salary increase.
Benefits package includes professional development training fees, generous paid time
off, vacation and sick leave.

TO APPLY Please send resume, cover letter, and list of three references to
info@waisn.org. All documents must be in a single PDF in one email with
“Development & Communications Position” in the subject heading. No phone calls
please.

WAISN is an equal opportunity/affirmative action employer that provides equal employment opportunities
to all qualified employees/applicants in all of our employment practices without regard to race, religion,

color, sex or gender (including gender identity, pregnancy, childbirth, lactation), sexual orientation,
national origin, ancestry, age, marital status, medical condition, physical or mental ability, or any other

basis protected by law.

mailto:jobs@colectivalegal.org


We encourage applications from people of color, immigrants, women, people with disabilities, members of
the LGBTQ community and other traditionally underrepresented groups.


