
 
  

We’re Hiring an Annual Fund Manager! 
  
Mary’s Place provides safe and inclusive shelter and services for women, children and families on their 
journey out of homelessness. We operate a women’s day center and several 24x7 family 
centers/shelters in King County. We serve hundreds of families–moms, dads, and children–providing a 
safe place for them to be inside and together at night, along with food, showers, clothing, and access to 
housing and employment resources. We believe that no one’s child should sleep outside. 

Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is an equal 
opportunity employer with a culturally diverse work environment and a commitment to social justice. 

Position Description  

We are seeking a passionate, dedicated, and experienced development professional to be our Annual 
Fund Manager. The qualified candidate will report to the Chief Development Officer and will join the 
fast-paced development team responsible for securing over $10 million from private support annually. 
This person will be responsible for creating and executing a comprehensive, year-round fundraising 
plan for annual giving to Mary’s Place. The fundraising plan will include goals, strategies, and 
programming that aim to build and engage our donor base. This person will also work to ensure 
effective administration of annual gifts and the delivery of any necessary reports and communications, 
such as pledge reminders, to appropriate constituents. This person will identify, cultivate, and steward 
significant relationships with established and potential donors, soliciting and securing gifts, as well as 
identifying potential campaign and planned giving prospects. 

Key Responsibilities 

 Manage annual giving campaigns and operations to meet revenue goals, maximize donor 
participation levels as well as encourage renewal and upgrading of gifts. 

 Develop and execute the annual giving strategy and calendar of solicitations and stewardship of 
annual fund donors, working with Director of Communications and other staff to produce 
appeals, acknowledgments and other collateral. 

 Work with Communications Director and other staff to determine theme, approach, and 
messaging for annual fund campaigns.  

 Develop and implement online and social media giving tools and campaigns. Ensure that Mary’s 
Place is following best practices to optimize giving through these and other technology 
platforms. 

 Solicit and follow up with individual donors to support specific campaigns. This may include 
assigning and tracking annual fund solicitation and stewardship calls for fundraising staff, board 
members, committee members and others to support specific campaigns. Assist with training 
and support including script writing, list generation, tracking and reporting. 

 Produce reports to track and evaluate the success of the annual fund on a monthly and annual 
basis and assess the effectiveness of specific strategies. Make recommendations based on 
data, industry best practices and new opportunities. 

 Maintain a portfolio of 50-75 major donor prospects as assigned in collaboration with the Chief 
Development Officer. 

 Manage and acknowledge in-kind donations. 
 Oversee data entry into Blackbaud and Raiser’s Edge and confirm accuracy of data. 
 Coordinate the development and assist in the production of the Annual Report. 



 Assist with other fundraising and development events and initiatives as assigned. 
 Maintain donor lists and maintain a special emphasis on cultivating and soliciting new members 

in the $100-$5,000 range 
 Oversee targeting and segmenting materials to various groups in the constituent base. 
 Coordinate and participate in community and corporate tabling and speaking engagements. 

 
Skills/Qualifications  

 Bachelor’s degree or equivalent experience and 3 or more years of direct fundraising 
experience including specific responsibilities for annual fund and/or direct donor appeals. 

 Experience with online fundraising through social media, crowdfunding, team fundraising and 
the like is a plus. 

 Strong interpersonal and networking skills with large groups as well as individuals. 
 Demonstrated experience working directly with donors, prospective donors, high-level 

volunteers and members of the community to cultivate, solicit and steward their contributions to 
the organization. 

 Self-motivation and discipline to regularly set and achieve organizational and personal goals. 
 Ability to maintain a high level of poise and professionalism in all circumstances. 
 Ability to initiate and build relationships with donors, and interact via telephone and in person 

with institutional representatives. 
 Demonstrated ability to take primary responsibility for diverse number of projects and to 

complete them in a timely manner with limited supervision. 
 Strong ability to work collaboratively in a team setting. 
 Excellent oral and written communication skills. 
 Excellent organizational skills. 
 Strong decision-making and problem-solving skills. 
 Ability to maintain high level of confidentiality and security of donor and organization 

information. 
 Fluency in all Microsoft Office applications and strong technology skills. 
 Ability to work nights and weekends as needed. 
 Experience with Blackbaud and Raiser’s Edge fundraising platforms a plus. 
 Must have valid driver’s license, reliable access to a car, and proof of car insurance. 

 
Physical Requirements 
 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 

 
 While performing the duties of this job, the employee is regularly required to talk and hear. 
 The employee is frequently required to stand, walk, use hands to finger, handle, or feel, type, 

and reach with hands and arms; and requires the ability to occasionally push, pull, lift and/or 
carry supplies up to 25 pounds. 

 Work takes place in a social services environment where long periods of sitting, working on a 
computer, walking to various work areas, going up and down stairs, and standing are required. 

 Travel to program sites and meetings outside the office and around the county are necessary. 
 Efforts like attention to detail, interacting with others in-person and through email, using critical 

thinking skills to strategize, develop and implement business plans, create and edit documents, 
listen and participate verbally at meetings. 
 

Details 

This is a full-time, exempt position requiring over 40 hours of work per week on average and occasional 
evening, weekend, and off-hour work. The salary range is $45,000 to $60,000 annually.        

In addition, Mary's Place offers the following benefits: 



 Medical and dental insurance with the cost for core employee coverage paid at 100% by the 
company and competitive family rates  

 Unlimited use ORCA pass for a small deduction per pay period  
 10 days paid time off (PTO) each calendar year (accrued by pay period)  
 10 days of sick time each calendar year (accrued by pay period)  
 9 paid holidays (8 designated company holidays and 1 day of choice)  
 Employee Assistance Program  

How to Apply 

Applications accepted until the position is filled. Internal applicants will be given priority.  Please send 
cover letters and resume to jobs@marysplaceseattle.org. No phone calls please, only applicants 
selected for interviews will be contacted. 
 
 

www.marysplaceseattle.org 


