
 
 
 

POSITION POSTING 
April 27, 2020 

 
POSITION TITLE:  Development Specialist 
DIVISION:   Office of the President 
  

 

 
OCCUPATIONAL SUMMARY 
 
The Development Specialist reports to the Director of Development to help achieve the goals within the department.  The 
Development Specialist is responsible for all administrative operations and support of the Development Office.   The 
Specialist will work closely with our current donors and help grow the catalog of donors consisting of small to mid-range gifts.    
This position will help cultivate and ensure that our fundraising efforts are in align with the vision and mission of Martin 
University.  They will assist in maintaining donor and volunteer relations to achieve a strategic, student-centered approach to 
compliance in support of the University’s mission and to integrate compliance with the academic programs of the University. 
 
This position does not supervise others.  
 
ESSENTIAL JOB FUNCTIONS  
1. Identifies, cultivates, solicits, and stewards major gift donors and prospects including individuals, corporations, and/or 

foundations, through visits and other forms of direct personal contact in accordance with MU Development performance 
targets.   

2. Establishes and maintains collaborative working relationships with the staff, faculty, development colleagues, and 
appropriate board members and/or other constituents to maximize the total strategic plan.   

3. Assists and/or leads in short- and long-range strategic planning activities to create and implement fund-raising goals and 
objectives. 

4. Coordinates day-to-day development strategies and activities to ensure their integration into the University’s overall 
development program. 

5. Makes effective use of the University’s prospect management database and other institutional resources to ensure 
appropriate management of donors, prospects, alumni, and volunteers in coordination with University objectives. 

6. Conducts research to identify prospects and creates strategies to match prospects’ interests to the priorities of the unit 
and the University. 

7. Researches, writes, edits, and/or assists in the preparation of persuasive, accurate, and grammatically and syntactically 
correct solicitations, proposals, case statements, reports, correspondence, and other development-related communication 
materials in support of the fund-raising activities. 

8. Assist the Director of Development in performing the following duties as listed: 
a. Maintain accuracy in physical and electronic donor files, including: 

i. Entering donor information as needed; 
ii. Processes monetary and in-kind gifts daily in Bloomerang (CRM); 

b. Provides timely tracking and follow-up of donors’ pledges; 
c. Ensures acknowledgement letters are mailed out and internal copies are properly filed within 48 hours of gift 

receipt and processing; and 
d. Produces monthly reports and schedules gift data reconciliation meetings with the Fiscal Affairs Office 

9. Works closely with all stakeholders to ensure success of fundraising events, including: 
a. Assists in all phases of inception, planning, execution, and post-event evaluation; 
b. Attends planning meetings, records and distribution of meeting minutes; 
c. Coordinates volunteers for the universities fundraising activities. 
d. Fostering & enhancing the relationships with Alumni Affairs 
e. Develop staff involvement in the fundraising goals at the university 

 
MINIMUM QUALIFICATIONS 
1. Bachelor's degree from an accredited college or university in a related field preferred. 
2. Associated degree plus certified in fundraising (IU School of Philanthropy:  Principals of Fundraising) accepted. 
3. Minimum 2 years donor relations/fundraising experience.    
4. Nonprofit/Donor database experience, cloud-based database preferred; Bloomerang, Blackbaud Raiser’s Edge, etc 
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REQUIRED SKILLS AND ABILITIES 
1. Excellent written and oral communication skills.  Strong interpersonal and presentation skills. 
2. Demonstrated ability to make successful presentations to individuals and/or groups at all levels of an organization. 
3. Proven business writing skills for management and leadership. 
4. Strong organizational, problem-solving, and analytical skills and ability to manage priorities and workflow expected. 
5. Acute attention to detail. 
6. Demonstrated ability to plan and organize projects. 
7. Ability to work independently and as a member of various teams and committees. 
8. Professional appearance and demeanor. 
9. Commitment to excellence and high standards. 
10. Proficient in Microsoft Office Teams and all other generally practiced virtual officing and cloud-based management 

UNIVERSITY EXPECTATIONS 
1. Must maintain absolute confidentiality of donor information and the department administrative affairs. 
2. Must abide by the University’s policies and adhere to the Department’s processes. 
3. Operates effectively within established budgetary guidelines. 
4. Performs other duties as required. 

 
APPLICATION PROCESS 
This position is full-time.     
 
Interested persons may apply by submitting a resume and contact information to: 
 
 Martin University 
 Office of Human Resources 
 2186 N Sherman Drive 
 Indianapolis, IN 46218 
 Email: hresources@martin.edu 
 Facsimile: (317) 917-3393 
 
This position is open until filled.  
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