
 

Development Manager 

Purpose of Position: 
The Development Manager will oversee WCRC’s annual fund efforts, including managing 
campaigns, communications, legacy program, events, database, and tracking financial activity. 
Events include the signature Swim A Mile/Move a Mile spring event which hosts 350 – 450 
swimmers and accounts for 25% of the organization’s revenue. The Development Manager will 
be assisted by a data entry coordinator and will coordinate campaigns and efforts with the 
Development Officer and Executive Director.   
 
This is a full-time, exempt position, with some evening and weekends required, and this position 
reports to the Executive Director. 
 
Essential Duties and Responsibilities Include: 
 

• Coordinate and implement annual fund communications including newsletters, 
cultivation, stewardship, and solicitations and campaigns 

• Manage Swim A Mile/ Move A Mile event logistics and fundraising communications with 
fundraisers, increase retention and increase event revenue annually 

• Help with coordination and planning of intimate donor and board events 

• Revitalize legacy giving program 

• Manage department processes and operations to ensure data-driven fundraising 
strategies 

• Responsible for all database and information strategy and operations for the 
Development Department, ensuring the effective solicitation and stewardship of its 
entire constituent population to maximize fundraising efforts 

• Use analytics to monitor success of different fundraising strategies 

• Conduct reconciliation between Development and Finance departments, and research 
current and prospective donors using web-based databases and wealth screening 
services; prepare written donor profiles 

• Lead efforts to increase individual giving through the recurring giving program, welcome 
series, and convert volunteers and event participants into donors 

• Manage and track donor prospect pool using the CRM database (Raiser’s Edge) and other 
tools 



 

• Conduct research using the donor database, and other platforms, to assist the Executive 
Director and Development Committee in identifying prospects for major and legacy gifts, 
and potential volunteer leadership 

• Prepare monthly development report to the Board of Directors/Development Committee 
and other reports as needed 

• Manage and record gift acknowledgments 

• Other duties as assigned by the Executive Director 
 
Qualifications & Experience: 

 Minimum of five years’ experience in nonprofit fundraising 

 Experience working collaboratively with the Executive Director, staff, and engaging with 
and motivating the Board of Directors to participate actively in the organization’s 
fundraising campaigns/programs 

 Strong writing, editing, and proofreading skills 

 Superb organizational skills and attention to detail 

 Ability to manage multiple projects concurrently and ability to work independently as 
well as collaboratively in a team environment 

 Self-motivated, energetic, and dependable 

 Fluent in the following MS Office applications: Word, Excel, Powerpoint, and Outlook, 
and experience with social media (Facebook, Instagram, LinkedIn), Internet, and web 
publishing applications 

 Strong knowledge of donor databases (Raiser’s Edge preferred) 

 Sensitivity and comfort working in a culturally diverse environment (e.g., race, ethnicity, 
socio-economic status, sexual orientation, gender identity, physical ability, 
religious/spiritual affiliation) and with a variety of community partners 

 Understands the practice of cultural humility and how this applies to the organization’s 
service delivery and culture 

How to Apply:  

Please address a cover letter and a resume to “Human Resources” by email to jobs@wcrc.org, or 
by mail to WCRC, 2908 Ellsworth Street, Berkeley, CA 94705. 

Position is open until filled. 

WCRC values and specifically seeks applicants who are people of color, women, queer, 
transgender, gender non-conforming, and/or gender fluid people. We value and specifically seek 
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applicants who thrive in the pursuit of social justice and have a passion for addressing health 
disparities and inequities. 

WCRC does not discriminate in employment opportunities or practices on the basis of race, 
color, creed, religion, national origin, ancestry, age, size, sex, sexual orientation, gender, gender 
identity, familial status, veteran status, disability, AIDS/HIV status, medical condition, prior 
conviction, or any other characteristic protected by law. 

Compensation: $65,000 – $80,000 annually (based on a 35-hour work week), plus benefits. 
WCRC offers a competitive benefits package, which includes 100% coverage of medical, dental 
and vision; a SIMPLE IRA retirement plan, with 2% of salary employer contribution; long-term 
disability; generous vacation and sick time; and thirteen paid agency holidays, and a floating 
holiday for your birthday. This position will be onsite at least two days each week, with the 
flexibility to work remotely on other days. 

OUR ORGANIZATIONAL HISTORY:  

The Women’s Cancer Resource Center has been serving the San Francisco East Bay Area since 
1986, primarily clients in Alameda and Contra Costa Counties. More than 80% of our clients are 
people of color, and 75% are low-income. 

WCRC staff have long observed that cancer is not the greatest concern for the low-income and 
systematically marginalized individuals we serve. Limited access to primary health care, 
inadequate health services and financial resources, language and cultural barriers, racism, and 
mistrust of medical systems contribute to late diagnosis and earlier death, especially for African 
American, Latinx, and other groups of low-income people diagnosed with cancer. WCRC 
provides a set of comprehensive, coordinated services that include cancer navigation, financial 
assistance, peer support, wellness programs, and referrals to wraparound services to mitigate 
these problems for people with limited access to essential, life-giving care. 

As a highly committed, equity-focused organization, advancing equity in cancer support and 
reducing disparities at every stage are our fundamental goals. Our diverse and highly skilled staff 
team is committed to cultural humility and is made up of people who represent the communities 
we serve. We work to ensure that our clients feel seen, heard, and supported through their 
cancer experience. 
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