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Working for Equal Justice in the APl Community




1121 Mission Street, San Francisco, California  94103

1305 Franklin Street, Suite 410, Oakland, California  94612

JOB ANNOUNCEMENT
Established in 1975, API Legal Outreach provides multi-lingual and culturally appropriate legal, educational and social services to the Asian and Pacific Islander community of the Bay Area.  A community-based, non-profit organization dedicated to social justice, priority programs provide services to survivors of domestic violence, elder abuse, and human trafficking, recent immigrants, seniors, and youth.  

Position:
DEVELOPMENT COORDINATOR
Position Description:
The Development Coordinator will work closely with the Executive Director and other staff to 

coordinate fundraising and resource development for a growing social justice organization; 

will build foundation and corporate support; manage and expand private donor development 

and recognition; and coordinate agency-sponsored special events. Full-time, permanent, 

exempt position, 40 hours a week, plus some weekend and after hours meetings and 

events. 

Duties and Responsibilities: 

1.  Represent and assist in developing and maintaining positive relations with existing funders, sponsors, public officials and volunteers;

2.  Conduct research into new funding opportunities, draft grant proposals and other funding requests; focus on new funding primarily in the foundation, private donor, and corporate arenas;

3.  Assist with media and community relations, public education, and outreach work;

4.  Coordinate all fundraising work including grant applications, donation solicitation, and events.

5.  Assist with maintenance of databases for purposes of donor solicitation and for grant reports.
6.  Assist with recruitment, training, and supervision of volunteers.

7.  All other office related duties as determined by Executive Director and the Board.

Qualification Description:

This position requires 2-5 years’ progressively responsible experience in fund development in a non-profit environment, preferably in APILO’s priority areas of service described above; demonstrated success in raising funds from foundation and corporate sources, demonstrated experience and working knowledge of fundraising activities; experience working with nonprofit boards, staff and volunteers; strong inter-personal, listening, verbal, written communication skills; highly motivated self-starter able to work independently and as part of a team; excellent planning, organizational and facilitation skills; proficiency with PC systems (Word, Excel and/or salesforce.com); demonstrated ability to work well under pressure, manage time and meet deadlines; commitment to social justice; ability to work well in a team oriented, multi-cultural work environment; BA/BS Degree. 

Annual Salary: Based upon pay scale starting at $36,000, dependant on experience; includes up to 
168 hours of paid vacation and 160 hours paid sick leave, 11 paid holidays, and health insurance. 
Part-time or flex-time arrangements will be considered but full-time preferred.



If interested, send cover letter and resume with 3 references to: info@apilegaloutreach.org or 1121 Mission Street, San Francisco, CA 94103.  Position will remain open until filled.
An Equal Opportunity Employer Committed to Affirmative Action

