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Job Title: Development Coordinator 
Reports to: President & CEO 
Status: This is a full-time, nonexempt position 
Location: In office - Monterey, Ca  
Compensation Range: $29.00–$34.00 per hour 
 
About CALF: 
The California Agricultural Leadership Foundation (CALF) is a 501(c)(3) nonprofit with a mission of Growing 
leaders who make a difference. Through the California Agricultural Leadership Program, CALF develops 
leaders who are equipped to navigate the complex challenges facing agriculture today and into the future. 
For over 50 years, the program has brought together leaders from across California agriculture for a 
transformational learning experience focused on leadership, communication, and systems thinking. CALF 
works in partnership with leading universities across the state and is widely recognized as one of the 
premier leadership development programs in the country. 
 
Job Description Summary: 
CALF is entering a new phase of growth, focused on building a more intentional and sustainable approach 
to development that will strengthen its impact for years to come. The Development Coordinator reports to 
the President & CEO and supports the implementation of CALF’s Financial Strength strategic priorities, 
including endowment growth, annual giving, industry partnerships, alumni giving, grants, and donor 
stewardship. 
 
This is a hands-on, in office role for someone who is organized, detail-oriented, and interested in 
developing their skills in nonprofit fundraising and relationship management. The position offers the 
opportunity to gain experience across multiple areas of development, take on increasing responsibility, and 
grow into a larger role as CALF’s development program expands and the individual’s skills and expertise 
evolve. 
 
This position coordinates day-to-day development activities, maintains donor information and systems, 
supports donor communications, and helps ensure consistent follow-through across fundraising initiatives. 
The Development Coordinator will work closely with the President & CEO and the Alumni Engagement and 
Event Manager (AEEM) to support donor outreach, alumni engagement, events, sponsorships, and 
stewardship activities. 
 
Key Responsibilities: 

 
Development Coordination and Donor Support 

• Coordinate donor cultivation, solicitation, recognition, and stewardship activities in support of 
CALF’s annual giving and long-term endowment goals. 

• Support consistent communication and follow-up with individual, corporate, alumni, foundation, 
and prospective donors. 

• Research prospective donors and funding opportunities and maintain organized prospect profiles 
and supporting information. 

• Prepare donor correspondence, acknowledgment letters, meeting briefings, case-for-investment 
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materials, and stewardship communications. 
• Maintain the donor stewardship calendar and track outreach, commitments, recognition, and 

follow-up activities. 
• Research grant opportunities and coordinate the writing, submission, tracking, and reporting of 

grant applications that align with CALF’s mission and strategic priorities. 
 
Development Operations and Systems 

• Maintain accurate and complete donor and prospect records in Bloomerang. 
• Track donor activity, engagement, giving history, interests, and next steps to support donor 

cultivation and moves management. 
• Maintain systems and calendars for donor stewardship, major gift follow-up, sponsor renewals, gift 

acknowledgment, grant deadlines, and campaign activity. 
• Prepare development dashboards and reports that track donor retention, participation, revenue, 

campaign progress, and prospect activity. 
• Support the development and maintenance of donor and prospect pipelines, including alumni, 

industry partners, foundations, and potential endowment supporters. 
• Help document and improve development procedures as CALF implements its long-term Financial 

Strength strategies. 
 

Annual Giving and Campaign Support 
• Coordinate the administrative and logistical components of annual appeals, alumni giving 

initiatives, endowment outreach, and other fundraising campaigns. 
• Support donor segmentation and targeted outreach based on giving history, interests, engagement, 

and relationship with CALF. 
• Track campaign benchmarks, responses, commitments, and follow-up activities. 
• Support recurring giving, class giving, donor re-engagement, and other opportunities for alumni to 

contribute through time, talent, and treasure. 
• Coordinate the preparation and distribution of CALF’s case for investment and related donor 

materials. 
 

Events and Sponsorship Support 
• Work closely with the Alumni Engagement and Event Manager to ensure fundraising-related events 

support CALF’s donor, alumni, and industry engagement goals. 
• Coordinate sponsorship outreach, renewals, benefit fulfillment, recognition, and recordkeeping. 
• Maintain sponsor and industry-partner information and track commitments, benefits, engagement, 

and renewal opportunities. 
• Assist with evaluating fundraising results, sponsor retention, and donor engagement associated 

with events. 
 
CEO, Board, and Volunteer Support 

• Provide development-related administrative and project support to the President & CEO.  
• Prepare donor profiles, meeting briefings, presentation materials, and follow-up correspondence.  
• Coordinate meeting logistics and materials for the Development Committee.  
• Track assignments and next steps resulting from donor, committee, and volunteer meetings.  
• Support volunteers participating in fundraising and donor outreach.  
• Contribute to CALF’s organization-wide culture of philanthropy.  

 
Collaboration Across CALF 

• Work collaboratively with CALF staff to coordinate donor, alumni, and stakeholder engagement.  
• Support the development and refinement of CALF’s case for support, donor messaging, and 
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fundraising materials.  
• Assist the Marketing & Communication Manager in building a marketing calendar that 

demonstrates CALF’s impact.  
• Participate in team meetings, planning efforts, and organizational activities.  
• Contribute to a collaborative, responsive, and team-oriented workplace.  
• Ensure CALF’s donor communications consistently explain the value of Ag Leadership and its impact 

on California agriculture. 
• Align development activities and annual work priorities with CALF’s strategic plan.  

 
Experience and Qualifications 

• One to three years of experience in nonprofit development, donor relations, alumni engagement, 
events, communications, administration, or a related field preferred.  

• Bachelor’s degree in a relevant field or an equivalent combination of education and professional 
experience.  

• Interest in learning and developing a career in nonprofit fundraising and donor engagement.  
• Strong organizational skills and attention to detail.  
• Ability to coordinate multiple projects, meet deadlines, and consistently follow through.  
• Strong written and verbal communication skills.  
• Ability to handle donor and organizational information with discretion and confidentiality.  
• Experience with a CRM or database system is preferred; experience with Bloomerang is a plus.  
• Proficiency with Microsoft 365 tools.  
• Ability to build positive working relationships with donors, alumni, volunteers, colleagues, and 

other stakeholders.  
• Comfortable asking questions, receiving feedback, and learning new skills.  
• Experience or familiarity with agriculture, education, alumni relations, or nonprofit organizations is 

a plus.  
• Willingness to work occasional evenings and weekends and travel throughout California to support 

events and donor engagement. Travel is anticipated to be approximately 20%.  
• Must reside in and be authorized to work in California.  

 
What Success Looks Like in the First 12–18 Months 

• Reliable systems are in place for donor stewardship, prospect management, sponsor renewals, 
grant tracking, gift acknowledgment, and campaign follow-through. 

• Donor and prospect information is accurate, current, and useful in guiding outreach and 
relationship-building. 

• Annual appeals, alumni giving initiatives, grant applications, sponsorships, and endowment-related 
activities are well coordinated. 

• The President & CEO and Development Committee receive timely reports, donor information, 
meeting materials, and follow-up support. 

• CALF’s case for investment and donor communications are used consistently across fundraising 
activities. 

• Donors, alumni, sponsors, and partners receive timely, thoughtful, and consistent engagement. 
 
Why Join Us? 

• Be part of shaping the next generation of leaders in California agriculture. 
• Work with an influential and connected alumni network across the state. 
• Collaborate with an energized, mission-driven team. 
• CALF offers a comprehensive benefits package, including medical, dental, and vision insurance; 

retirement benefits; paid time off; and paid holidays. 
• Opportunities for professional development and growth. 



4 4  

 
How to apply: 
Submit a letter of interest and resume to careers@agleaders.org 
 
Please address the following in your letter of interest (1–2 pages total): 

1. What interests you about this role and the mission of CALF?  
2. How do you approach building and maintaining relationships with donors or stakeholders? 

 
Position will remain open until filled.   
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