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Position Description 

Development Coordinator 

 
Contact: Nancy Hall, Director of Development at Breakthrough Urban Ministries 
    773.722.1144, ext. 290; nhall@breakthroughministries.com 

 
Mission - Breakthrough Urban Ministries demonstrates the compassion of Christ by providing neighborhood-
based holistic services that empower individuals, families and urban communities to overcome poverty, 
addiction and isolation. 
 
Vision – Breakthrough envisions vibrant, healthy communities in which all people recognize their value as 
children of God through Christ and are growing toward their full potential. 
 
1. Reports to: Director, Development 
2. Peers in Development: Volunteer Coordinator, Communications Coordinator 
3. Primary responsibilities: 

1. Assist with capital campaign activities 
2. Manage donor database 
3. Develop and secure funding from foundations and corporations 
4. Manage event planning efforts 
5. Direct individual giving and donor cultivation efforts 
 

Responsibilities 
 

1.   Assist with capital campaign activities. 

 
Breakthrough’s geographic focus has shifted as a result of new opportunities and changing needs.  After 
learning that our church partner in Edgewater needs the space that houses our administrative offices and the 
shelter and services for homeless men, Breakthrough purchased a 24,000 square foot building in East Garfield 
Park.  This building, named the Breakthrough Ministry Center, is located two blocks from the Breakthrough 
Joshua Center.  Going forward, operations in gentrifying Edgewater will diminish as operations in poverty-
stricken East Garfield Park increase.   
 

By 2007, Breakthrough will be situated in one community.  
 

Location   Program   Neighborhood 
402 N. St. Louis   Men’s Services  East Garfield Park 
402 N. St. Louis  Administrative staff  East Garfield Park 
3330 W. Carroll Ave.  Youth & Family Services East Garfield Park 
3330 W. Carroll Ave.  Women’s Services  East Garfield Park 
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A capital campaign is underway to finance the rehab of the Breakthrough Ministry Center.  Our goal is to raise 
$5 million for the renovation of the Breakthrough Ministry Center and for reserves to support operations.  
 
The Development Coordinator will play an integral role in the campaign and responsibilities include: 

• Attend monthly committee meetings and related campaign meetings. 

• Communicate with the Chair and committee members on a regular basis. 

• Provide needed information to committee members such as donor contacts. 

• Assist in development of marketing materials to be utilized in the campaign. 

• Plan and manage events related to the campaign. 

• Manage tracking tools and systems to assess progress and ensure follow up. 

• Follow up with committee members to ensure progress towards goals and provide support and 
assistance as needed. 

 

2.   Manage the donor database. 

 
Breakthrough uses a donor database called eTapestry. This is an online database hosted by an ASP (application 
service provider).  
 
The Development Coordinator will manage data entry, ensure quality of information input, query reports as 
needed, update records as needed, and manage email groups. 
 

3.   Develop and secure financial support from foundations and corporations. 

 
Breakthrough receives 40% of contributions from foundations and corporations. To ensure continued growth to 
support the mission of Breakthrough, it is critical that income from foundations and corporations is sustained 
from current funders and grows as a result of new funding each year. 
 
The Development Coordinator will play an important role in securing funding from this donor segment.  
Responsibilities include: 

• Track current grant awards which involves noting required reporting and due dates for each funder, 
gathering program data results from program directors, writing grant reports, and communicating 
with funders’ key personnel (i.e. foundation program officer, corporate contributions manager) as 
needed. 

• Seek renewed support from current funders by submitting new grant applications. 

• Proactively research grant award opportunities that represent new funding sources for 
Breakthrough’s programs. Research will include internet searches, reviewing online resources, and 
networking with volunteers, donors and staff for ideas, leads and introductions. 
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4.   Manage event planning efforts. 

 
A. Annual Benefit:  Breakthrough’s most significant fundraising event for individual donors is the Annual 
Benefit which takes place in the fall (October or November). It is the ministry’s most effective vehicle for 
communicating the vision, celebrating milestones, and energizing new and existing donors.  
 
The Development Coordinator will be part of a team, consisting of staff and volunteers, to plan this important 
event. Responsibilities include: 

• Assist in recruiting table hosts. 

• Assist in training and coordinating volunteers to work at the event. 

• Assist in event planning details with hotel and other vendors. 
 
B.  Annual Hunger Walk:  Each year, Breakthrough is among 600 other agencies, shelters and pantries 
participating in the Annual Hunger Walk Event, organized by the Greater Chicago Food Depository.  
Breakthrough receives food from the Depository at a rate of 7 cents per pound to help serve the 50,000 meals 
served to guests annually.  
  
The fundraising walk is a 2.5 mile walk along Montrose Harbor in the month of June.  The Breakthrough goal 
for 2006 was to recruit 100 walkers and raise $15,000 from our donors, volunteers, and partnering churches. 
 
The Development Coordinator is responsible for: 

• Recruiting Hunger Walk Committee 

• Leading Hunger Walk Committee meetings (once a month for 4 – 5 months) 

• Working with the Marketing Coordinator to develop personalized Hunger Walk recruiting and 
fundraising materials 

• Strategically communicating with donor database via Etapestry to promote Hunger Walk awareness 

• Overseeing the Hunger Walk Event on the day of  the event 
 

 

5. Direct individual giving and donor cultivation efforts 
 

The Development Coordinator will be responsible for overseeing the Benevon fundraising model, currently in 
the early stages of implementation at Breakthrough.  This model focuses on creating a system for growing 
exponentially Breakthrough’s base of individual donors for the purposes of developing a financially self-
sufficient organization.  To learn more about this model go to www.benevon.com 
 
The main component of this model is to engage people by offering a one-hour tour of Breakthrough, once a 
month.  The tour consists of a team of staff, executive director, development director, development coordinator 
and guest testimonials.  After the tour, the attendees will receive a follow-up phone call and are offered an 
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opportunity to get involved.  Once to twice a year a one-hour Ask Event will be held to offer those that have 
been cultivated throughout the year an opportunity to financially give to Breakthrough.    
 
The Development Coordinator is responsible for: 

• Learning the Benevon Model 

• Organizing and delegating roles for the one-hour tours 

• Organizing and delegating roles for the one-hour Ask Event 

• Overseeing the tours and the Ask Event 

• Working with the Marketing Coordinator to continually update the marketing materials 

• Conduct follow-up phone calls 

• Work with the Development Director to set a system in place for donor follow-up and cultivation 
communication 

 
Relevant Skills 
 

• Initiate, develop, nurture and maintain relationships with donors, staff, volunteers and vendors 

• Articulate effectively, intelligently, credibly and passionately the story of Breakthrough, the nature of our 
work in the city, and the biblical call to show compassion to those in need 

• Effective written and verbal communication skills 

• Initiate, develop and sustain relationships with decision makers at foundations and corporations to 
effectively articulate the financial needs of Breakthrough so as to secure financial support through the grant 
making process 

• Effectively facilitate communication among capital campaign committee members, both staff and volunteers 

• Track, manage and share data effectively and keep appropriate parties informed 

• Ability to work in team structure 

• Manage details of event planning and coordination with staff, volunteers and vendors 
 
Relevant Experience 
 

• Experience in fund development, especially grant writing and/or event planning, is strongly preferred 

• Experience or exposure to a capital campaign(s) is a plus 

• Experience in Christian ministry either as a staff member or volunteer 

• Experience in database management 

• Experience with Microsoft Office programs. 
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Critical Qualities 
 
� Commitment to the mission, vision and values of Breakthrough Urban Ministries 
� Effective writing skills 
� Technology Savvy 
� Self-starter 
� Personable 
� Articulate 
� Effective communicator 
� Able to manage details 
� Strong administrative skills 
� Disciplined with priorities 
� Sustained positive attitude 
� Works well under stress and deadline pressures 
� Creative and energetic problem solver 
� Intelligent listener and good interpersonal communicator 
 


