
JOB TITLE:  Campaign Coordinator 
 
DEPARTMENT: Development 
 
SUPERVISOR:   Divisional Executive Director of Development  
 
GENERAL STATEMENT: 
The Salvation Army is a branch of the Christian Church and the ultimate goal of all programs is 
spiritual regeneration of all people. 
 
The Salvation Army is an equal opportunity employer. 
  
GENERAL DESCRIPTION: 
The Campaign Coordinator is primarily responsible for working with the Divisional Executive 
Director of Development for The Salvation Army to project manage all activities of the capital 
campaign(s).  This is a part-time position running through May 2016. 
 
The Campaign Coordinator will be aware of and involved in all aspects of the capital campaign 
and work closely with the Director to strategize and execute a successful campaign.  The work 
will include development and execution of research and tracking activities for prospects and 
donors, organization, production and maintenance of campaign materials and data, coordination 
of committees, volunteers and campaign leadership and other duties as assigned. 
 
DISTINGUISHING FEATURES: 
The Campaign Coordinator often operates independently of direct supervision and situations that 
are both routine and non-routine and require organization, prioritization, creative and independent 
thinking, initiative and excellent customer relations skills.  Major decisions are subject to the 
review and approval of the Director. 
  
This position will work closely with The Salvation Army Officers, program managers and with 
directors, managers and coordinators in Fund Development and Marketing.  External contacts 
include outside organizations, consultants, donors, board members, campaign volunteers and 
committee members. 
 
  
PRINCIPAL ACCOUNTABILITIES: 
- Works with Director on organization and management of prospects/donors 
- Develops and executes cultivation and stewardship events 
- Works with Director to develop appropriate donor recognition activities 
- Develops and prepares presentation materials and donor proposals 
- Coordinates research required to assemble and update information on known, prospective 

campaign donors and to uncover new potential donors 
- Manages mailings of capital campaign materials to staff, volunteers, consultants and 

prospects working with the Donor Relations Director 
- Advises Director of significant changes in prospect and/or donor status 
- Gathers statistics and other data for reports 
- Develops and maintains project work schedules and calls report meetings at appropriate 

times 
- Writes drafts of correspondence and reports 
- Tracks all campaign-related expenses 
- Sets up meetings; schedules rooms and catering, sends meeting notices, confirms 

attendance and takes minutes 
- Creates and maintains files and data for capital campaigns 
- Maintains confidentiality of all department records and files 
- Coordinates with other Development staff as it relates to the capital campaigns and 

stewardship plan of donors beyond the campaigns’ timelines 



MINIMUM QUALIFICATIONS: 
- Knowledge of and skill in the use of PC and Microsoft Office 
- Knowledge of fund development principles and public relations 
- Knowledge of communication skills with ability to listen actively and respond to fellow 

employees/customers in a timely, competent manner both verbally and non-verbally 
- Skill in preparing written reports and other presentations 
- Skill in good oral and written communication 
- Skill in organization and time management 
- Skill in using the computer for wordprocessing, data base management, large mailings, 

record-keeping and organizing 
- Skill in working with volunteers 
- Ability to work efficiently under pressure 
- Ability to set priorities and use good judgment 
- Ability to meet deadlines 
- Ability to analyze situations, creates plans, develop timelines and monitor progress 
- Ability to personally and professionally represent The Salvation Army 
- Ability to work professionally with sensitive or confidential material 
 
EDUCATION AND EXPERIENCE: 
- Two years of college course work or AA degree 
- Bachelor’s degree preferred 
- Three (3) years experience in non-profit fund development preferred 
- Prior capital campaign experience preferred 
 
PHYSICAL REQUIREMENTS: 
- Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or continuous 

basis and sitting and/or standing for extended periods of time 
- Manual dexterity to include bending, stooping, pushing, pulling and reaching 
- Ability to operate a telephone 
- Ability to operate a desktop or laptop computer 
- Ability to lift up to 50 lbs. 
- Ability to perform various repetitive motion tasks 
- Ability to access and produce information from a computer 
- Ability to understand written information 
- Ability to operate a motor vehicle 
- Mobility to travel throughout various TSA locations 
 
Qualified individuals must be able to perform the essential duties of the position with or without 
accommodation.  A qualified person with a disability may request a modification or adjustment to 
the job or work environment in order meet the physical requirements of the position.  The 
Salvation Army will attempt to satisfy requests as long as the accommodation needed is a 
reasonable and no undue hardship would result. 
 
Job descriptions represent a general outline of job duties, functions and qualifications.  They are 
not intended to be comprehensive in nature.  In addition, jobs evolve over time and therefore their 
description may not reflect the precise nature of the position at a given point in time. 


