
 
Fund Development Manager 

Job Description 
 

FutureHeights is a nonprofit community development corporation, with a mission to inspire and facilitate communication, 

collaboration, engagement and empowerment across our communities to ensure a vibrant and sustainable future for 

Cleveland Heights and University Heights, Ohio. We publish the Heights Observer community news; build community 

through public forums, workshops and a mini-grants program; facilitate community development and promote the local 

economy; and host special events that showcase the strengths of our community. We also act as fiscal agent for several 

neighborhood-based groups.  
 

The Fund Development Manager is a part-time position reporting to the Executive Director. The Fund Development 

Manager fills a critical role of strategically managing our individual donor campaigns (membership and annual fund) and 

directing our major fundraisers (an annual benefit and chance raffle). He/she also assists with other development activities 

to help the organization meet its revenue goals and access the resources necessary to fulfill its mission.  
 

Responsibilities include: 

 Planning and executing the annual membership and annual fund campaigns, including designing the campaign, 

procuring materials, executing a mail and e-mail campaign, and creating progress reports for internal and external use. 

 Maintaining a donor database and executing prompt acknowledgement of donations. 

 Researching donor prospects and maintaining a donor prospect list. 

 Planning and executing the organization’s annual benefit, which includes program design, host committee and ticket 

sales, invitation design, vendor recruitment and management, and donor follow-up. 

 Assisting with the planning and execution of other fundraising events and public programs, ensuring necessary follow 

up after fundraising events.  

 Planning and executing the annual Chance Raffle at the Heights Music Hop, including donation solicitation, ticket 

sales and follow up. 

 Assisting with institutional and foundation fundraising efforts, including grant research and writing, maintaining a 

grants calendar, compiling reports, and preparing organizational documents for foundation submission.  

 Compiling donor lists for the annual report and participating in the creation of the annual report as needed. 

 Staffing the Fund Development Committee, including developing agendas with the committee chair for regular 

meetings, providing staff support for initiatives and committee efforts, and preparing necessary materials for 

committee meetings and assignments. 

 Attendance at FutureHeights-sponsored events. 

 Other responsibilities as assigned. 
 

Qualifications:  The preferred candidate will have at least two years of experience in development or related field. The 

ideal candidate will possess excellent written and verbal communication skills, be self-directed, and demonstrate a strong 

ability to work well with a wide range of individuals and groups. Proficiency with donor databases and websites is highly 

desirable. Applicants should possess the ability to exercise independent judgment and take initiative. Familiarity with or 

an interest in Cleveland Heights and University Heights is preferred.     
 

Compensation commensurate with experience. Work schedule is approximately 20 hours per week and can be somewhat 

flexible. Some evenings or weekends are required to attend FutureHeights-sponsored events. 
 

To apply, submit resume, cover letter and references to:   

Executive Director, FutureHeights 

2843 Washington Blvd. – Suite 105 

Cleveland Heights, OH  44118  

Or e-mail dbfisher@futureheights.org  

 

No phone calls please. To learn more about FutureHeights, visit www.futureheights.org. 
 


