
 

 

Boys & Girls Clubs of Carson’s Mission: 

The Boys & Girls Clubs of Carson (BGCC) offers our young people a safe environment where they 

can have fun and be themselves, dedicated adult mentors who respect and listen to them, and 

outcome-based programs that empower youth to become lifelong learners. 

 

Job Summary 

 

Under the supervision of the Director of Development, the Development Manager will serve as the 

Club’s Chief Gratitude Officer. They will be responsible for growing a culture of appreciation 

amongst stakeholders and stewarding donors and volunteers in a meaningful way via events, 

marketing and communications activities. 

This position requires strong project management skills and the ability to move forward multiple 

endeavors simultaneously. The ideal candidate is outgoing and loves working closely with important 

partners of the Club. They are self-motivated and hold themselves to high expectations. They have a 

keen attention to detail and ability to prioritize competing deadlines, understanding the importance 

this role plays in the Club’s overall mission. 

 

KEY ROLES (Essential Job Responsibilities) 

 

Events (25%) 

 Serve as the in-house lead for BGCC’s annual fundraising gala and Blue Door Bash from 

conceptualization to post-event stewardship – this includes but is not limited to creation and 

management of event timelines, supporting volunteer committee(s), producing a high-quality 

event that raises funds and cultivates a growing donor base, vendor management, and budget 

oversight. 

 Initiate, plan, and implement year-round engagement opportunities for prospects and donors 

such as annual thank-you happy hour, back to school supply drive, and other high-level 

volunteer activities. 

 Coordinate logistics and volunteers for Youth of the Year and Jr. Youth of the Year 

community events. 

 Responsible for producing other small events throughout the year as determined by annual 

strategic objectives and needs of the BGC.  

Marketing & Communications (25%) 

 Develop marketing deck of messaging for BGCC’s targeted audiences including but not 

limited to corporate partners, foundations, individual donors, Board members, alumni, and 

parents. 

 Serve as in-house lead for content creation for social media platforms, BGCC website, 

monthly Constant Contact e-newsletters, and fundraising campaigns based on Club activities 

and calendar. 

Job Title: Development Manager 
Job Type: Exempt; Full-time  
Job Rate: $55,000-$65,000 annually 
Job Location: BGCC Admin Office: 1950 E. 220th Street, Suite 207 
  Carson, CA 90810 
Reports to: Director of Development 

 



 

 Assess BGCC’s current collateral on a quarterly basis and regularly update and/or produce 

new materials; standardize program marketing materials to ensure consistency with the 

BGCC’s brand and messaging 

 Manage the production of event-related communications, including sponsor packets, 

donation letters, invitations, program book, PowerPoint presentations, etc. 

 In conjunction with Grant Coordinator, assess and update BGCC’s case for support of a 

quarterly basis to appropriately reflect brand and messaging.  

Annual Campaign & Donor Cultivation (25%) 

 Develop and execute annual prospect cultivation and donor stewardship plan under the 

direction of the Director of Development.  

 Work with Director of Development, CEO, and VP of Operations to identify, cultivate, 

solicit, and steward donors. 

 As prospect pool grows, develop, retain, and grow personal portfolio of annual donors with 

defined metrics for success, including meeting assigned goals for constituent interactions and 

timely tracking of contact reports in CRM. 

Community Engagement & Volunteer Management (25%) 

 Serve as the lead relationship manager for all program and event committee meetings; 

identify needs and ensure all constituents develop a deeper relationship with the BGCC’s 

mission. 

 Actively seek opportunities to engage surrounding communities with Club activities by 

representing the Club for all volunteer opportunities/community convenings and meeting 

assigned goals for community event representation as determined by Director of 

Development and CEO. 

 Serve as primary lead for Club tours, liaison for public speaking opportunities and conduit 

for volunteer needs from Club sites. 

 Manage all aspects of volunteer initiatives including but not limited to recruitment, 

management, training, coordination with program staff, retaining, and stewardship with 

support from HR Coordinator. 

 Develop and implement strategy for alumni engagement, including but not limited to 

volunteerism and creation of a community young professionals affinity group. 

 Supervise Americorps Fellow and/or volunteer coordinator(s) as determined by BGCC’s 

strategic objectives. 

 

Relationships 

Internal: Maintains close, daily contact with CEO and development department to receive/provide 

information, strategize, discuss issues, and advise/counsel. Maintains regular contact with volunteers, 

including Board of Directors, to strategize and propel the donor program. 

External: Maintains close contact with donors, prospective donors, funding partners, and community 

organizations in order to initiate and guide the fundraising and donor process. 

 

Skills/Knowledge Required 

 Minimum Bachelor’s degree or equivalent experience.  

 3-5 years’ experience managing and overseeing special event and nonprofit development. 

 2-3 years’ experience in graphic design producing flyers, brochures, newsletters, and other 

marketing collateral via InDesign, Canva, Adobe Creative Suite, Photoshop. 

 Demonstrated past success at conceptualizing, articulating, managing, and executing a 

strategic full-cycle fundraising event plan; ability to get results and increase net revenue 

results year-over-year. 



 

 Superior organizational skills and strict attention to detail a must; demonstrated ability to 

proactively manage multiple tasks effectively. 

 Ability to be focused, set priorities, and stay calm and measured in all situations; ability to be 

flexible and to manage different projects concurrently, sometimes under pressure. 

 Exceptional relationship management skills, as well as superior verbal and written 

communication skills. 

 Ability to work both independently and in a team environment. 

 Proficiency is expected with the most recent Microsoft Office Suite, including Excel, Word, 

Outlook, Publisher, and PowerPoint; and a general comfort level with technology, including 

web sites and social networking. 

 Demonstrated ability to apply sound judgment and provide customer-centered service when 

dealing with colleagues, committees, vendors, donors, and volunteers. 

 Demonstrated leadership skills. 

 Ability to perform other tasks as needed. 

 

ENVIRONMENT AND WORKING CONDITIONS 

 

Tasks are regularly performed with moderate exposure to environmental conditions such as dirt, dust, 

pollen, odors, wetness, humidity, rain, fumes, and temperature and noise extremes.   

 

PHYSICAL AND MENTAL REQUIREMENTS 

 

Tasks involve the ability to exert very moderate physical effort in light work, typically involving some 

combination of standing for long periods of time, stooping, kneeling, crouching and crawling, and 

which may involve some lifting, carrying, pushing and/or pulling of objects and materials of moderate 

weight. 

 

DISCLAIMER 

 

The list of essential functions, as outlined herein, is intended to be representative of the tasks performed 

within this classification. It is not necessarily descriptive of any one position in the class. The omission 

of an essential function does not preclude management from assigning duties not listed herein if such 

functions are a logical assignment to the position. 

Once an offer has been made, applicant must complete a background check, live scan and drug 

screening. 

 

APPLICATION INSTRUCTIONS 

 

For consideration, apply online at www.bgccarson.org/careers. Applicants will be contacted by a 

hiring manager should they wish to schedule an interview. All submissions must have a Resume and 

Cover Letter. No phone calls please.  

 

Thank you for your interest! 


