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GRACE INSTITUTE—HOME OF GRACE ART CAMP 

DEVELOPMENT MANAGER POSITION DESCRIPTION 
 

ABOUT GRACE INSTITUTE: 

Grace Institute nurtures the human spirit through the arts, fostering intercultural 
appreciation and understanding in an open and inclusive community. 

Guided by the principle that all people are inherently creative, and that the arts have a universal capacity to 

transform individuals and communities, Grace Institute is committed to developing programs and 

opportunities that involve the leadership and collaboration of people from all backgrounds, ages, and 

abilities where we celebrate our connections and honor the differences. 

Grace Institute’s signature program now in its 24th year, Grace Art Camp, is dedicated to creating awareness 

through art, culture, and story in a unique, process-oriented environment for children, 4-12 years of age. 

Summers focus on learning about a different region of the world through its stories and art. Art Camp 2021 

will be Stories from Mexico  ̶ Viejo y Nuevo. Spring Break and Winter Peace Camps offer 3-day 

experiences honoring seasonal themes of renewal and peace.  Art Studios are led by professional teaching 

artists who bring a variety of experiences and skills to our wide range of visual arts: 

• Illustration, book & paper arts,  

• fused & mosaic glass,  

• ceramics & sculpture,  

• visual arts,  

• stop-motion animation,  

• fibre arts and T-shirts; 

and the performing arts:  

• music,  

• dance,  

• theater, and  

• podcast.

 

JOB DESCRIPTION: DEVELOPMENT MANAGER 

HOURS: 20 hours per week  LOCATION: Portland 

STATUS: Exempt    SUPERVISOR: Executive Director     

SUMMARY OF POSITION:  Working collaboratively with a team of three year-round part-time staff, board 
members and volunteers, the Development Manager is responsible for ensuring that the fundraising 
objectives are met. The position requires knowledge and skill in grant writing, implementation of a capital 
campaign, cultivating and nurturing all donor levels, and managing a donor database (Eleo CRM). The 
Development Manager also coordinates, writes, and monitors all foundation grant proposals, reports, and 
corporate solicitations. Organizes occasional fundraising and friend-raising events. A passion for the arts 
and arts education is key, and an understanding of the importance of art for children’s growth and 
development. 

CORE RESPONSIBILITIES: 

• Implements Fundraising Activities: With the oversight of the Executive Director and in 
collaboration with the Capital Campaign consultant, the manager implements a multi-year capital 
campaign and the strategies laid out in the development plan.  

• Foundations: Provides all foundation grant writing and submittals under timely deadlines. Provides 
and maintains an overall fundraising and foundation grant submittal schedule to maximize 
opportunities for funding, building relationships with foundations, and managing deadlines. 
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• Individual Giving and Donor Support: Oversees efforts to maintain and build donor support. Works 
with Executive Director, year-round team, and board members to develop and implement giving 
strategies. Creates support materials with the intent to retain or upgrade gifts. Cultivates donors 
through personal correspondence and face-to-face meetings.  

• Database and Records Management: Manages, coordinates, and maintains the donor database 
and paper records of contributors, grants, and timely responses. Maintains robust security and 
quality controls. Manages relevant vendor activities and relationships. 

• Supports overall organizational fundraising efforts: Works collaboratively with the Executive 
Director, year-round team, Capital Campaign consultant, and key volunteers to support the 
cultivation of gifts in a multi-faceted effort to raise funds for the organization.  

• Budgeting: Monitors progress towards income goals and fundraising expenses for the annual 
budget.  

QUALIFICATIONS: 

• Proven track record of effective fundraising for a small or mid-size non-profit including grant 
writing; 

• Thorough understanding of all components of a diversified funding base and demonstrated ability 
to think strategically; 

• Proven management capabilities with volunteers; 

• Excellent verbal and written communication skills; 

• Demonstrated ability to prospect, cultivate, and maintain new funding; 

• Ability to multi-task, work collaboratively, and maintain sense of humor;  

• Appreciation and passion for the arts and education; and 

• Knowledge of Eleo CRM software a plus. 

EDUCATION: 

• Four-year college degree or equivalent work history 

COMPENSATION: 

$25,000 to $29,000 (depending on experience) for half-time position. Staff appreciate our collaborative 

work environment and compelling mission, plus the generous paid benefits of vacation, holidays, taxable 

$300 monthly health care stipend, and City of Portland sick leave policy. 

APPLICATION SUBMITTAL: 

Qualified applicants please submit cover letter and detailed resume to Executive Director Sharon Loomis-

Malin at sharonlm@grace-institute.org. 

Deadline for submittal is midnight on Friday, January 15, 2021 

For more information about Grace Institute, please check out our website at www.grace-institute.org 
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