
St Michael’s Catholic Church, Mahnomen, MN 

St Joseph’s Catholic Church, Beaulieu, MN 

St Michael’s School, Mahnomen, MN 
 

 
Job Description - Development Coordinator    

Job Status: Part Time 

Reports To: Pastor 

 

Position Summary/Purpose: 

The Development Coordinator is the chief fundraising staff member for St. Michael’s/St Joseph’s 

Catholic Churches and St Michael’s School. In collaboration with the Pastor, Principal and Parish 

staff, the Development Coordinator plans and implements fund raising strategies working hand in 

hand with other groups within the parishes and school. 

 

The Development Coordinator maintains an active donor recognition and stewardship program to 

assure accountability and extend relationships with funders. This position facilitates the 

identification, cultivation and solicitation of prospects.  

 

Responsibilities and Duties: 

This position is responsible for developing and implementing a successful fundraising strategy and 

grant writing campaign.  Our goal is to develop an increased offertory plan to aid in the growth of 

our parishes and school. 

 

Date Base Development 

 The Coordinator will build and maintain a data base of current and potential donors using 

appropriate software. The data base will include all school alumni as well as parishioners of St 

Michael’s and St Joseph’s. Regular reports will be generated and shared with stakeholders.   

  

Grant Writing 

 Implement a grant writing program that seeks out new sources of income for our Parish’s 

and School while maintaining and expanding relationships with current grantors. 

 

Fund Raising/Major Gifts 

 Develop relationships with current and potential donors.    Identify and solicit donors with 

the potential to contribute major gifts. 

 

Promote School/Network 

Promote St Michael’s school through a structured marketing plan. 
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Performance Appraisal: Pastor will conduct an initial appraisal within 180 days of employment 

followed by an annual appraisal. 

 

Working Condition: Position is part time.  Occasional night and weekend hours may be required 

throughout the year. 

 

 
Qualifications: 

 Bachelor's Degree and the willingness learn and grow into the position of Development 

Coordinator.  

 Grant writing experience a plus. 

 Excellent verbal and written communication skills with the ability to develop relationships 

with donors and ask for donations. 

 High level of technical proficiency with computer tools; willingness to learn new software 

and programs. 

 Catholic in Good Standing; A solid knowledge, understanding and appreciation of the 

Catholic Church and its teachings and culture is preferred. 

 Ability to understand the role of individuals and groups in philanthropy and the ability to 

manage  organizational detail. 

 Ability to take on responsibility, work independently and be flexible in a changing 

environment. 

 Some occasional travel is required. 

 

 

Please email a cover letter, resume and three references to: 

St. Michael's Church 

120 W. Jefferson Ave 

Mahnomen, MN 56557 

Attention: Fr Dave Super 

dsuper@stmichaelmahnomen.org 
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