Children’s Oncology Camp Foundation
P.O. Box 1450, Missoula, Montana 59806
Phone (406) 549-5987 Fax (406) 549-5933
Website: https://www.campdream.org

Development Coordinator

Are you interested in a work opportunity that is much more than a paycheck? Would you like to
be part of a dynamic team privileged to make a profound, lasting difference in the lives of those
impacted by cancer? Do you have leadership, creative, recreational, marketing, and people skills
that you would like to utilize for the benefit of others? Do you value compassion, wellness,
community, diversity, connection, and lifelong learning?

Camp Mak-A-Dream provides camp programs for children and families impacted by
cancer. We aim to empower survivors and their families to live with and beyond cancer
through life-changing Montana experiences where they strengthen life skills, gain
resilience, and develop lasting relationships.

Job Title: Development Coordinator
Reports to: Camp Director
Job Purpose: Support our fundraising and grants program

Job Duties and Classification: The Development Coordinator reports to the Camp Director and
is an integral part of a dynamic, dedicated, collaborative, and creative development team. You
will assist in the flow of operations for the development team to advance the team’s fundraising
goals, maintain the donor database, and support fundraising and outreach events. This is a year-
round, permanent, hourly position at 0.5 FTE. The salary range for this position is $20-$22/hour,
depending on experience. This is an in-person position (in our Missoula office), with the
possibility of hybrid/remote work to be determined.

Breakdown of Duties:

e Donor Development (40%)

o Work closely with the Development Team members to provide critical
behind-the-scenes support and help execute fundraising strategies;

o Collaborate with the Development Team to establish sponsorship goals
and strategies for fundraising events and campaigns;

Coordinate scheduling and record notes for department meetings;
Support the identification and cultivation of prospective donors,
foundations, individuals, and potential investors to accomplish the
fundraising initiatives;

o In collaboration with the Business Operations and Donor Relations
Coordinator, maintain donor data management and take the lead with our
customer relations management software (CRM), Donor View;

o Provide logistical support for fundraising events, including planning,
vendor coordination, onsite execution, and post-event follow-up;

o Plan donor cultivation and appreciation activities; and



o Showcase, promote, and build Planned Giving options and opportunities.

e Grant Writing and Research (40%)
o Research and write grant applications for projects and programs, and
support grant administration on successful acquisitions; and
o Prepare and present reports on grants and fundraising initiatives for board
members and donors.

e Support marketing and communications strategies as they pertain to fundraising
and community engagement (10%)

e Other duties as needed, including and especially Program Support (10%)

Education, Experience, and Qualifications:

o Skills Needed for the Position:
o Anunderstanding of fundraising campaigns and grant writing;
o Experience with data management and CRMs; and
o Excellent oral and written communication skills.

o Preferred Qualifications (knowledge, skills & abilities):
o Significant experience in fund development, grant writing, and non-profit
fundraising;
Proficient computer skills and experience in data management;
Exceptional writing and editing skills;
Proven project management skills;
Proven time management and organizational skills;
Excellent interpersonal and communication skills;
Flexibility, dependability and creativity;
Ability to work in a team-oriented environment with staff and volunteers;
Ability to manage multiple projects at the same time; and
Assist in coordination of outreach/ambassador events.
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Hiring Timeline: Applications will be accepted through February 28, 2025, or until the position
is filled.

How to apply: Email a resume and cover letter to: Leta Brown, at leta@campdream.org. Call
(406) 549-5987 with questions. Cover letters should describe pertinent professional and personal
experiences.

Camp Mak-A-Dream is an equal opportunity employer committed to diversity, equity, inclusion, and justice. We
work to ensure against discrimination in employment, recruitment, compensation, promotions, and other conditions
of employment against any employee or job applicant based on identity, including but not limited to: race, ethnicity,
sexual orientation, gender, gender identity, genetic information, parental status, marital status, national origin, age,

pregnancy, religion, disability and/or veteran's status. Applicants of all identities are encouraged to apply.




