Position Summary:

The Officer, Foundation and Corporate Relations serves as primary support for the Director, Foundation and Corporate Relations. This position entails coordination of development strategies including research, grant proposal writing, grant reporting and other activities related to identifying, cultivating and soliciting major contributions from private foundations and corporations. The Officer, Foundation and Corporate Relations is a liaison with AWFs philanthropy, program design, program, finance and administration and marketing departments to ensure a seamless and unified approach for achieving fundraising targets. Duties also include involvement in stewardship of donor relationships and maintaining a proposal/reports calendar. The preferred candidate will have a minimum of 1-2 years experience in a nonprofit development role.  

The position will be responsible for the following activities:

Responsibilities:

Foundation Grants and Corporate Sponsorship:

· Collaborate with the Director, Foundation and Corporate Relations on researching and evaluating corporate and foundation prospects. 
· Collaborate with the Director, Foundation and Corporate Relations in working closely with AWF field staff and other departments to develop appropriate strategies, language, and priorities for proposal and sponsorship submissions. 

· Collaborate with the Director, Foundation and Corporate Relations to write proposals, reports, updates and fundraising materials. 

· Collaborate with the Director, Foundation and Corporate Relations to manage the timely submission of proposals, budgets, updates, and reports. 

· Provide support to the Director, Foundation and Corporate Relations with donor stewardship duties such as mailing of annual reports, quarterly field updates and customized communications.

· Ensure that foundation and corporate gifts are acknowledged in a timely, individualized manner. 

Records and Files:

· Maintain current, accurate and detailed files for all corporate and foundation prospects and funders.

· Maintain current, accurate and detailed electronic records in Raiser’s Edge fundraising database for all corporate and foundation prospects and funders.

· Maintain a concise calendar for foundation proposals, reports and other communications.

Other:

· Provide all types of logistical support as necessary including travel arrangements, and organization of donor visits and special events.

