
Gleaners Community Food Bank of Southeast Michigan 

Job Description 

 

 

Job Title:  Project Manager, Development  
Reports to:  Vice President for Development 
FLSA Status: Non-Exempt 
Department: Development 
Last update October 2019 
 
Reporting to the Vice President for Development, this position will be a crucial part of the team preparing 

the organization for increased individual giving, as well as increased foundation gifts/grants. Examples of 

key responsibilities include working closely with the VP to identify and begin cultivation of major prospects 

in preparation for expanded major-gift fundraising and coordinating research and data collection for 

organization-wide grant writing and reporting.  

This position will work closely with the VP for Development and Grants Writer to provide highest-level 

logistical and administrative assistance, as well as strategic thinking and management of Development 

processes.  A successful candidate will be prepared to collaborate on the structure of the major gifts 

program, while at the same time managing the behind-the-scenes of the grants process, before and after 

award.    

Essential Functions/Major Responsibilities: 

 Responsibility for the logistics associated with building and maintaining the prospect lists for 
cultivating and securing major gifts.   

 Assist in the creation of overall major gift annual plan strategy, with a focus on prospects that may 
require a face-to-face solicitation and engagement in the Gleaners’ mission. Assist in 
development of personalized stewardship and cultivation plans for existing donors. Some 
stewardship activity will require a successful candidate to have face-to-face and/or phone contact 
with donors.  

 Create a systematic approach to qualify new major donors to determine their interest in and 
capacity for support. Work directly with Director of Donor Analytics to identify and qualify new 
prospects and make assignments to Advancement staff. 

 Utilize Raiser’s Edge NXT to develop cultivation plans, track activities, contact notes, and conduct 
appropriate constituent follow-up. 

 Establish standards and deadlines for proposals, review proposals for completeness, and ensure 
compliance with organizational or foundation standards.  

 Work across all departments to develop and maintain all grant agreements and MOUs pertaining 
to grant awards. Assist with tracking funding deliverables.  

 Serve as the resident expert on grant compliance and all applicable regulations, policies and 
procedures. Interpret applicable regulations and translate into operational policies as required.  

 Maintains accurate and up-to-date records of funding sources and grant applicants.  

 Collaborate with senior leadership across multiple departments to ensure compliance with 
processes and timelines.  

 Develop and maintain a basic grant-making manual and communicate appropriately with staff 
concerning policies and procedures and updates.  

 Demonstrate and support the Gleaners mission, vision and values throughout all professional 
responsibilities and activities. 

 Other duties as assigned. 

Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  

The requirements listed below are representative of the knowledge, skill, and/or ability required.   



Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 Bachelor’s degree with a minimum of two to five years’ experience in development and/or project 
management 

 Experience working in deadline-driven environments.  

 Must be highly organized with strong interpersonal and written communication skills 

 Proficiency in Windows based software and Blackbaud’s Raiser’s Edge and/or NXT is 
recommended 

 Demonstrated ability to work directly with donor and donor prospects 

 Ability to work independently and as part of a group  

 Detail-oriented, with strong organizational, analytical, and planning skills 

 Must possess personal tact, discretion and good judgment 

 Team player, willing to step in when needed, flexibility to work longer hours during busy times 

 Interest and commitment to issues of food insecurity 

 Previous nonprofit experience desirable 

Language Ability 
Strong verbal and written communication skills are required. Strong interpersonal skills with all customers 
and contacts, internal and external, are required.  
 

Math Ability 

Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's.  Ability to 

perform these operations using units of American money and weight measurement, volume, and 

distance. 

 

Reasoning Ability 

Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 

 

Computer Skills 
Computer literacy in word processing, data base management, desktop publishing and design. 
 

Equipment:  The position requires operation of standard office equipment including but not limited to: 

personal computer, printer, fax machine and telephone. This position also may also require operation of 

standard audio/visual equipment and production software, including digital still and video cameras, LCD 

projectors, etc. 

Work Environment 

The standard work environment is an office setting with fluorescent lighting and temperature and humidity 

controlled by air conditioning and heating. The noise level in the work environment is usually low to 

moderate. The employee will occasionally be required to perform duties in a wide variety of settings (e.g. 

warehouse or industrial environments, outdoors, other corporate settings). Occasionally the job will 

require off-site work, primarily standing or walking from place to place. 

 

Physical Demands 

While performing the duties of this job, the employee is frequently required to speak, hear, and use 

hands. Moderate amounts of walking, sitting, or standing are occasionally required. 

 

 


