Development Coordinator Job Description
Central Gardens of North Iowa, Inc.

Job Description Categories
A. Fund-raising and Development

1. Lead the expansion of the membership base by increasing both individual and corporate
memberships.

2. Write and secure grants consistent with CGNI’s mission, and keep accurate reporting
requirements for each grant, and develop other funding sources.

3. Expand the volunteer base and maintain robust, timely communication with volunteers.

4. Develop new opportunities to collaborate with other entities in order to share revenue
from joint ventures.

5. Facilitate “bricks sales” program

B. Events
1. Support the Events Committee’s programs and initiatives as appropriate

C. Communications
1. Ensure that CGNI has a robust presence on appropriate social and print media
2. Solicit and write articles for area media and the newsletter “What's Growing On in Central
Gardens,” format the newsletter, and ensure timely distribution of it and no later than
the first of every month
3. Be the public face of Central Gardens at community events and at CGNI.

D. Overall operational planning and oversight
1. Make recommendations to the board for increased efficiencies of operations.
2. Fulfill requests not specifically identified above but critical to the smooth functioning of
CGNI.
3. Grow the position’s responsibilities to complement CGNI's mission.

Conditions of Employment—
To apply send letter and resume to info@centralgardensnorthiowa.com by October
15.
A. Position Qualifications:
1. Education: Post-secondary education required; business background desirable.
2. Experience: Successful experience in project management and organizational leadership,
including supervising staff, is desirable.
3. Strong computer skills, including Google Office, Microsoft Office, and data
entry/reporting.

B. Terms of Employment:

This position requires the equivalent of three days per week, 52 weeks per year, to be
compensated at a rate of $26/hour. It is anticipated that the months when the Gardens grounds
are open to the public (May 1-October 31) will require more than three days per week, so “off-
season” months may demand fewer hours. It is also anticipated that much work can be done
remotely in the off-season months. Employer will pay the required FICA. There are no additional
benefits.

C. Performance Evaluation and Reporting Relationships


mailto:info@centralgardensnorthiowa.com

The Development Coordinator is to be evaluated annually after an initial 30-day, 3-month and 6-
month performance review conducted by the CGNI Executive Committee. Quarterly goals are set
in collaboration with the board president to whom the director reports.



