
 
 
Job Posting: Development Coordinator 
 
ONE LOVE OVERVIEW 
One Love exists for one reason. Yeardley Love was killed and her death was avoidable.  Had anyone in her 
life truly understood the warning signs of an unhealthy and increasingly dangerous relationship, steps could 
have been taken to save her life.  This realization – that Yeardley’s death might have been prevented – is 
the driving force behind One Love’s work today.   
 
Over the last two and a half years, One Love has grown dramatically and is today leading a dynamic, multi-
layered social engagement and educational campaign that is making a difference and changing lives.  One 
Love’s approach is all about intervening early with innovative and relatable content that teaches young 
people about how to build healthy relationships.  In doing this, young people tell us we are starting a 
conversation they have never had before.  As of June 2017, over 130,000 people have participated in the 
Escalation Workshop and nearly sixty million have experienced #ThatsNotLove online.   
 
By intervening at younger ages, we are helping adolescents become more mindful, deliberate and adept at 
navigating their relationships in a positive way.  Inspired by what they are learning, young people are 
getting involved and recruiting their friends, excited to be part of a movement that can change community 
norms in a way that benefits us all. 
 
THE OPPORTUNITY 
Fundraising fuels our growth and helps us to distribute this important information to as many people as 
possible.  We are looking to hire an enthusiastic contributor to support our Development team in 
coordinating all gift processing and donor relationship efforts.  

The ideal candidate will be a self-starter who believes wholeheartedly in our mission and is eager to 
coordinate a growing nonprofit’s fundraising team. The Development Coordinator will play an important 
role by supporting all fundraising activities including donor management and appeals.  

 
SPECIFIC RESPONSIBILITIES 
Gift Processing 

• Record and maintain accurate information in donor database, including updating donor data, 
tracking incoming revenue, and running reports as appropriate in support of these activities 

• Prepare written acknowledgements for gifts received and ensure any other appropriate 
acknowledgements are made 

• Proactively track and follow-up on all employer matching gift requests, recurring monthly 
donations, and any other donation processing issues 

Donor Management 

• Provide front-line customer service, including intake of donor gift inquiries, processing customer 

services issues generated by any donation method, and direct follow-up with donors 

• Serve as a liaison between donors and staff, making calls and handling inquiries related to One Love 
and the development team 



• Take a lead role in donor management and organization. Add individuals, corporations, and 
foundations into Salesforce; verify accuracy of donor information; and update regularly across the 
organization 

      Development Team Support 

• Develop and run reports in Salesforce 
• Assist with preparation of mailings: compile lists and check for accuracy; work with the team to 

ensure timely distribution 
• Work collaboratively and professionally within the Development team and within the organization 

at large 
• Other related duties as requested   

 
REQUIREMENTS  

Professional Qualifications/Experience 

• Experience in customer-facing role preferred, preferably in a nonprofit donor services setting 

• Exceptional organizational skills and the ability to multitask, prioritize, and work well under 
pressure in a fast-paced and high-volume environment 

• Experience with a CRM database, preferably Salesforce 

• Outstanding relationship building skills and communication skills, including the ability to work with 
staff and donors at all levels, and represent the organization with enthusiasm, professionalism, and 
discretion as needed 
 

Personal Qualities and Attributes 

• Deep passion for One Love’s mission and movement 

• An engaging and approachable demeanor.  Someone who has a collaborative – not turfy – mindset 

• A polished communicator and excellent writer, able to effectively articulate the case for One Love 
support 

• High energy, enthusiasm and a strong work ethic 

• Ability to manage multiple priorities at once and to galvanize a team to do so as well 

• Collaborative, team-driven style 

• Superior organizational, time-management and follow-up skills 

• Entrepreneurial mindset that embraces experimentation and can quickly pivot where required 

• Demonstrated commitment to diversity; someone who uses a personal approach that values all 
individuals and respects differences in regards to race, ethnicity, age, gender identity and 
expression, sexual orientation, religion, ability and socio-economic circumstance 

• Sense of humor a plus! 
 
Education 

• Bachelor’s degree required 

 
COMPENSATION & BENEFITS 
The compensation and benefits package is competitive with nonprofits of comparable size in the region.  
The position is based in Westchester County, New York, a 35-minute train ride from Grand Central Station 
in Manhattan. 
 
TO APPLY: Send the following to jobs@joinonelove.org 

• Put: “I’m your next Development Coordinator” in the subject line 

• Include an attached resume in PDF format 

• In 150 words or less, pitch us on why you’re the best candidate for the job 

mailto:jobs@joinonelove.org

