
 

 

 

 

 

 

 

 

 

Position: 
Development Director, Full-time  

 

Schedule: 

40 hours; Monday-Friday (may include some Saturdays) 

 

Benefits:  

Medical and Dental 

Paid Holidays  

Personal Days 

Vacation 

Sick Leave (10 days per year) 

403 B Retirement Plan; 2% employer match after one year of employment 

 

Position Purpose: 

The Grant Manager/Special Events is responsible for assisting the Development Department in securing funding 

for Clinica Msr. Oscar A. Romero’s operational needs through prospect research, writing and submission of 

Letters of Inquiry (LOIs), grant proposals and reports to new and existing private foundations and government 

funders. The position will help with fundraising event planning and be responsible for coordinating across 

different marketing channels, including traditional, digital and social media platforms. The position will work 

with equal parts tools and people, so an adaptable team player with great instincts for communication, marketing, 

and technical processes is imperative. 

 

Essential Functions and Basic Duties: 
 Develop and submit LOIs and full grant proposals to private foundation and government funders; 

 Collaborate with finance team and program managers/directors to develop, monitor and analyze 

programmatic goals, deliverables and outcomes; 

 Work with finance team and program managers/directors to ensure grant reports include accurate data and 

submitted on time; 

 Develop and manage calendars related to grants, contracts, reporting and fundraising events; 

 Track samples, materials, and assets for special events, sponsorships, and marketing programs as needed; 

 Compile and prepare meeting materials as needed; 

 Daily support for the Development Department, including department records and files, processing, 

collateral and gift orders, and all other public relations and marketing assets as needed; 

 Update and maintenance of the Events Calendar, project timelines, contact lists, and analytics; 

 Provide support to Development and Executive Directors as need in order to achieve department 

fundraising goals; 

 Development and maintenance of quarterly Development Newsletter, website/social media information 

related to development; 

 Collaborate with multiple departments to ensure appropriate and timely traditional/website/social media 

marketing activities are up-to-date. 

 Willingness to work on evenings and weekends occasionally when work demands. 



 

 

 

 

 

 

 

 

 

 

Qualifications: 
 Two to three years of experience in grant writing, fundraising, and/or marketing—preferably in health or 

human services. 

 Bachelor’s Degree in related field required. 

 Familiarity with traditional and digital marketing, including social media. 

 Exceptional writing, organizational, time management, and communication skills. 

 High comfort level with MS Office (Word, Excel, PowerPoint) is required. 

 Ability to juggle a variety of projects and adjust to changing timelines and priorities. 

 Experience with special events and/or celebrity endorsements a plus. 

 Observe regulations on time card use and reporting. 

 Maintain attendance as a policy. 

 Maintain a clean and safe work area. 

 Observe general safety/employee Health policies and procedures. 

 Maintain a current annual health screening. 

 

Observe CMOAR Appearance/dress standards: 
 Maintain the privacy and confidentiality of both patient and employee with regard of medical records. 

 Display clearly a visible identification. 

 Treat all patients with respect and dignity and adheres’ to the Patient Bill of Rights. 

 Treat all employees with respect and dignity in accordance to non-discriminatory policy and procedure. 

 Treat all employees/patients in a courteous and professional manner. 

 Conduct only work related conversations when clients are waiting for service. 

 Do not discuss other staff members, policies, problems or medical care in public areas of clinic. 

 


