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ABOUT US: Ventures is a Seattle-based nonprofit that empowers aspiring entrepreneurs with limited resources and 
unlimited potential to improve their lives through small business ownership. We provide access to business training, 

capital, coaching and hands-on learning opportunities for entrepreneurs. We serve those in our community for whom 
traditional business development services are out of reach, with a focus on women, people of color, immigrants, and 
individuals with low income. Our ultimate goal is to support individuals to increase their income potential, achieve long-
term financial stability, and provide for their families, and enrich their communities through small business ownership. 

 
WHAT IT’S LIKE TO WORK FOR VENTURES: Ventures strives to provide impactful programs, while maintaining a healthy 
work-life balance and positive, team-oriented atmosphere. Our core values are Diversity, Integrity, Community, 

Empowerment, Innovation, and Client Success. Our team typically consists of 10-20 employees, plus a corps of 
contractors and volunteers, as well as an engaged Board of Directors.  
 

POSITION OVERVIEW: The purpose of this position is to provide administrative support to the Development team. The 
Development Coordinator will be a quick learner experienced in stewardship activities related to non-profit fundraising 

and relationship management, possess very strong writing and communication skills and a keen attention to detail. 
 
RESPONSIBILITIES:  
Other duties may be assigned as needed. 

 Coordinate volunteer program: field volunteer inquiries, support volunteer intake processes, data and hour entry, 
support outreach and recruitment efforts 

 Create and manage calendar for stewardship and grant reporting 
 Assist in compiling grant reports and applications, along with other required documentation 
 Maintain accurate and current funder files, manage application/reporting flow 
 Design database analysis reports to inform strategies to meet fundraising goals and provide progress reports and 

reconciliation to Development team  
 Support special events: assist with event attendee registration; assist with setting up, working at and breaking 

down events, enter data 
 Process gifts, generate acknowledgement letters, and deposit checks 

Development Coordinator 
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 Manage Little Green Light database, including recording, reporting and file management 
 Support development team in communication with donors such as mail appeals, annual reports, program reports, 

holiday cards, greeting cards, and other communications 
 Perform administrative duties including filing, copying, sorting, mail processing, etc. 
 Represent Ventures at events: tabling, outreach, general 

support 
 
QUALIFICATIONS:  
Required: 

 One year experience in administration or coordination, non-

profit, customer service or sales experience preferred 
 Interest in non-profit fundraising: event planning, volunteer 

management, grant writing  
 Very strong writing and interpersonal communication skills 
 Ability to collaborate and maintain professional relationships 

with a variety people: public and private organizations, board 
members, volunteers, staff and clients 

 Ability to anticipate and prioritize team needs and solve 
problems creatively 

 Excellent use of Microsoft Office (Word, Excel) with proficiency 
in mail merge and business correspondence  

 Highly organized with great attention to detail, planning, and 
efficiency skills 
 

Strongly Preferred: 
 Experience with data entry, data management, expertise in CRM 

databases 
 Experience with grant contracts, reporting or meeting strict 

deadlines and project management 
 
PHYSICAL DEMANDS / WORKING CONDITIONS 
The employee must be able to operate a computer and other office 
equipment, speak and listen on the telephone, and accurately see and 
interpret columns of numbers.   
 
TO APPLY:  Please submit a resume and cover letter to: Jacquee Kurdas, 
Interim Director of Development, jkurdas@venturesnonprofit.org by 
January 21, 2018. No phone calls please. Please note - An employment 
offer will be contingent upon completion of a background check. 

Compensation Package 
 

 Starting Rate: $18-20 per hour 
We maintain a competitive compensation 
package; within budget constraints, you will 
be eligible for performance-based raises on 
an annual basis. 

 Medical and Dental Insurance 
 Flexible Spending Account 
 403b Retirement Account 

 Subsidized ORCA pass 
 Annual professional development 

allowance 
 15 paid holidays per year 
 17 paid vacation days per year 
 12 paid sick days per year 
 Work from home Fridays 

 

Logistics 

 
 Schedule: 32 hours per week; 

Monday-Friday, 9:00am- 5:00 pm, 
occasional weekends 

 Location: 2100 24th Avenue S., Ste 
380, Seattle, WA 98144 

 Desired Start Date: February 26, 
2018 
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This position description generally describes the principle functions of the position and the level of knowledge and skills typically required.  It does not constitute an 

employment agreement between the employer and the employee, and it is subject to change as the needs of the employer and the requirements of the job change. 

 

Ventures is an Equal Opportunity Employer. Applications are considered without regard to race, age, sex, color, creed, religion, disability, national origin, marital 

status, mental or physical handicap, sexual orientation (heterosexuality, homosexuality, bisexuality and gender expression of identity) or any other classification 

protected by law 

 


