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Position Description 

 

TITLE:   Annual Campaign Associate 

DEPARTMENT:  Resource Development and Marketing (RDM) 

REPORTS TO:  VP, Resource Development & Marketing (VP) 

FLSA STATUS:  Non-exempt, Salaried 

 

POSITION SUMMARY: 
This position is fulltime, non-exempt.  It requires a very engaging personality; a person who thrives on 

interpersonal communication, remembers names and faces and can deepen our relationships with fundraising 

volunteers.  The position is responsible for managing a large pool of volunteers who will, with proper support, 

involve their own networks of friends and family in fundraising for our annual campaign.  Incumbent will also 

interact directly with donors and must be capable of learning and executing donor stewardship best practices.  

Certain periods will be dedicated entirely to planning, implementing and closing-out the annual campaign.  

During other periods this position supports general stewardship efforts and assists with tours and community 

events. The position requires a positive attitude and personality in order to work effectively with diverse board 

and development volunteers. 

 

KEY RESPONSIBILITIES: 

Leadership 
 

1. Lead implementation of annual campaign strategies as determined by the President, the VP, 
and the Resource Development Committee.   

 
2. Engage, support and help train annual campaign volunteers/donors. 

 

3. Ensure appropriate acknowledgement of all campaign donations and volunteer commitments. 
 
Resource Development Planning & Implementation 
 

4. Assist the VP and President in planning and executing a successful annual campaign: 
 

• Reach or exceed annual campaign revenue goal 

• Work with the President, VP and experienced volunteers to identify new opportunities 
for funding and volunteer recruitment 

• Engage every volunteer consistent with the volunteer’s needs and preferences 

• Assist volunteers with creation and use of peer-to-peer fundraising pages 

• Draft and prepare campaign informational pieces and training pieces for volunteers 

• Manage and monitor all revenue streams and provide regular reports 

• Work with the President, VP and experienced volunteers to determine the best 
solicitation approach for donors 

• As appropriate, directly cultivate and solicit donations or volunteer commitments with 
past donors and prospective donors 
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• Regularly make calls/emails to arrange meetings for staff and/or volunteers with 
donors 

• Execute campaign events such as kickoff, mid-campaign engagement events and a 
campaign finale/recognition event. 

• Develop annual campaign timeline including donor and prospective donor cultivation 
touch points (e.g. mailings, events, tours).  

 
Resource Management 
 

5. Track and support efforts to recruit annual campaign fundraising teams, ensuring that our 
Donor Perfect database is fully updated. 

 
6. Monitor campaign-related program expenses to ensure we remain within budget 

 
7. Ensure Donor Perfect remains current on all donations and volunteer relationships.  Provide 

regular campaign status reports to VP, President and steering committee. 
 
Partnership Development 
 

8. Work with the VP to develop strategic alliances and attract new community leaders, business 
and other organizations to support the annual campaign.  

 
Marketing and Public Relations 
 

9. Work with VP and Marketing Associate to develop print and digital materials to attract, retain 

and acknowledge donor support. 

 

10. Work with Marketing Associate to leverage press releases and other media engagement to 

support the annual campaign, especially by integrating our messages with those from BGCA 

around National Boys and Girls Clubs Week. 

 

RELATIONSHIPS: 

 

Internal: Maintain close contact with VP, development staff and other Club executives on campaign 
status and progress, on volunteer engagement success and developments, and on any challenges or 
assistance needed.  Work closely with Volunteer Engagement Manager to identify and engage 
volunteers interested in fundraising. 
 
External: Maintain personal contact with external organizations and community groups. Business 

leaders and individuals. 
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SKILLS & KNOWLEDGE REQUIRED: 

 

• Bachelor’s degree from an accredited college or university 

• Experience in nonprofit, volunteer-driven campaigns 

• Strong oral and written communication skills, with good public presentation skills 

• Excellent interpersonal skills and the ability to work well with all types of people. 

• Ability to accurately and effectively utilize a donor database. 

• High-energy and engaging; able to connect with diverse volunteer and staff personalities 

• Flexible and adaptable work style with ability to manage competing demands, work 
independently without close oversight. 

 
PHYSICAL REQUIREMENT / WORK ENVIRONMENT: 

This is an administrative position requiring an engaged presence in an office environment as well as 

the ability to meet with agency staff at their locations and with donors for site visits.  It requires the 

ability to operate standard office equipment. 

 

NOTE:  The above responsibilities reflect the general nature and level of work expected of employees 

in this classification. It is not a comprehensive inventory of all duties or expectations.  Boys and Girls 

Club staff are a team; there are no silos.  While our job descriptions specify primary responsibilities 

necessary for accountability, everyone’s job includes doing Whatever it Takes to serve our 

members and support our teammates.  Some evening and weekend hours will be required. 

 

CONTACT: John Welch 

  Vice President, Resource Development 

  (919) 500-9383 

  jwelch@wakebgc.org 

 

### 


