
 

Fort Bend Seniors Meals on Wheels 
Development Coordinator Job Description 

 

Job Title:  Development Coordinator, Donor Communications & Events 
 

Classification: Exempt, Salaried, Fulltime  

 

Mission of Fort Bend Seniors Meals on Wheels 

Fort Bend Seniors is committed to helping seniors remain independent by enhancing their quality of life 

through services and resources. 

 

Job Summary   

This key position supports the Development and Public Relations Team of Fort Bend Seniors Meals on 

Wheels in the development process of identifying, cultivating, soliciting and stewarding donors to provide 

financial resources to make possible the organization's mission. Primary responsibilities include special 

event planning and management, and the development and dissemination of all external communications. 

 

Events: Responsible for the duties involving communication, promotion, and administration of all 

development events of FBS, annual major fundraisers and smaller campaigns held throughout the year. 

Responsibilities include but are not limited to: 

 

 Manage annual signature events (luncheon and evening fundraisers) and other donor and client 

events. 

o Work with organizational leadership to create and implement annual event strategy that 

supports overall fundraising goals and objectives 

o Act as project manager for FBS events, including serve as main liaison with vendors, and 

collaborate with hosts for third-party events 

o Track event sales, budget, and attendees, and generate regular, timely event reports 

o Manage staff members and volunteers working at the event including setting 

expectations, training, assigning roles, making sure everything is running smoothly, 

acknowledgments, etc. 

 Work with Director of Development and Public Relations to assist in securing corporate and 

individual sponsorships. 

o Implementing the benefits of the Corporate Sponsorship program 

 Regularly utilize donor database and conduct prospect research for new funding opportunities 

 Maintain event calendar of upcoming events, including fundraisers and congregate site events. 

 Coordinate annual Secret Santa to Seniors gift drive, including collaboration with corporate 

sponsor and distribution of gifts. 

 

Marketing/Communications: Responsible for updating and maintaining website, social media 

communication, and newsletters; design and produce brochures, advertisements, posters, and any other 

materials related to the marketing of events and the organization’s programs and services. 

 Participate in development, and oversee execution, of overall strategic marketing plan 

 Manage website content and make necessary updates regularly 



 Compose and send out a monthly e-newsletter 

 Maintain active social networking presence 

 Oversee design and dissemination of all development materials, including: updated brochures, 

invitations, direct mail campaign or annual appeal, Giving Tuesday materials, and more 

 Maintain photo, video, and print digital archive 

 Work with Director of Development to procure content, design, and disseminate the annual report 

 Create and maintain a comprehensive press list 

 Responsible for increasing awareness of our organization and all of our activities through 

effective, creative, and professional marketing and public relations, along with press releases and 

media alerts 

 With the Dir. Of Development and CEO, establish and maintain partnerships with community 

organizations and businesses to support our mission 

 

Assist other staff with general office staffing and office duties, such as receiving visitors, answering 

phone calls, supporting program efforts, and more as needed. 

 

Disclaimer  

The above statements are intended to describe the general nature and level of work being performed by 

people assigned to this classification. They are not to be construed as an exhaustive list of all 

responsibilities, duties, and skills required of personnel so classified. All personnel may be required to 

perform duties outside of their normal responsibilities from time to time, as needed. 

General Requirements 

A Bachelor's Degree and 2-5 years of experience in marketing, event management, and/or fundraising is 

required. Preference will be given to candidates with a long-term interest in fundraising, marketing, the 

arts, and/or non-profit management. The Development Associate must be an exceptionally organized, 

detail-oriented self-starter who is personable and has outstanding written and verbal communication 

skills. The position requires the ability to work confidently with board members, members of the media, 

volunteers and staff, and possess a work style that promotes teamwork and creativity.  He or she must 

have the ability to multi-task and adjust to seasonal or event-related fluctuations in workload. Proficiency 

with Microsoft Word and Excel is required. Knowledge of fundraising database programs is a plus. 

Proficiency with Photoshop, Microsoft Publisher and Adobe Creative Suite is preferred. Sophisticated 

knowledge of websites, social media, and other communications-related mediums, such as Constant 

Contact. 

 

While training and management support will be provided, the Development Associate must possess the 

ability to work autonomously and with limited direction. He or she must have an ability and willingness 

to interact with the public and must also have the ability to lift event boxes, tables and chairs. Like all our 

employees, the Development Associate is expected to contribute to a culture based upon respect, 

teamwork and collaboration. Adaptability, creativity, and a passion for the mission of Fort Bend Seniors 

is a must. 

 

Physical Demands of Job 

The physical demands described herein are representative, and not all inclusive, of those who must be met 

by an employee to successfully perform the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is frequently required to stand, walk, sit, and to use 

hands and fingers to feel objects, tools, or controls. The employee is required to reach with hands and 



arms, climb or balance, stoop, kneel, crouch, or crawl, talk or hear, and taste or smell.  The employee may 

be required to drive to meetings, senior centers, and special events. The employee must occasionally lift 

and/or move up to 50 lbs. Specific vision abilities include close vision, distance vision, color vision, 

peripheral vision, depth perception, and the ability to adjust focus. 

 

Work Environment 

 Main location: Fort Bend Seniors Administrative Office, 1330 Band Road, Rosenberg, TX 

While performing the duties of this job, the employee may be needed to be in many different 

locations in the agency and in the public on occasion.  This is a full-time salary position (40 hours 

per week) that requires periodic evening and weekend work. 

 

 Equipment Used:  Digital Camera, Telephone, Computer, Fax Machine, Adding Machine, 

Photocopier, and other equipment needed to perform the duties of this position successfully 

 

Supervised By 

 Director of Development and Public Relations 

 

Supervises 

 None 

Salary  

 Dependent upon Qualifications and Experience 

 

Note: All Fort Bend Senior Meals on Wheels staff will make the provision of services to seniors their 

priority. Service is provided without regard to race, sex, creed, or disability. Staff is expected to work as a 

team to accomplish the mission and objectives of this agency. The duties listed above are intended only as 

illustrations of the various types of work that may be performed. The omission of specific statements does 

not exclude them from the position if the work is similar, related, or a logical and normal process to 

complete responsibilities or assignment of the position. 

 

It is the policy of the Fort Bend Seniors Meals on Wheels to afford equal employment opportunity to all 

individuals, regardless of race, creed, color, religion, gender, national origin, ancestry, age, marital 

status, veteran status, disability, medical condition, gender identity or sexual orientation. Our employees, 

as well as applicants and others with whom we do business, will not be subjected to sexual, racial, 

religious, ethnic, or any other form of unlawful harassment and/or discrimination. We are completely 

committed to these principles—not only because of the various laws which address these subjects—but 

because it is the right thing to do. The Company’s commitment to equal opportunity is applied through 

every aspect of the employment relationship, including, but not limited to, recruitment, selection, 

placement, training, compensation, promotion, transfer, termination, and all other matters of 

employment. 

 

 

To apply, email cover letter and updated resume to leah@fortbendseniors.org. 

Applications without cover letter will not be considered. 

 

mailto:leah@fortbendseniors.org

