
 
 

 
 
 

Annual Fund Manager Job Description 
 

Working directly in 40 schools in the City of Richmond and Henrico’s east end,  Communities 
In Schools of Richmond builds relationships that empower students to stay in school and 
achieve in life.   
 
We believe that when basic needs are met, students can concentrate on what’s important – learning. The work 
has evolved over a 40-year process and is validated by longitudinal research that supports the model as an 
evidence-based practice that both lowers drop-out rates and improves graduation rates. CIS seeks a FT 
Annual Fund Manager to support the development office’s mission to secure the financial and stewardship 
goals of the CIS Strategic Plan.   
 
Development Responsibilities 
 
Engage with development team to create, implement, and evaluate strategies that lead to sound donor 
cultivation, prospecting, segmenting, acknowledgement, recognition and stewardship, specifically: 
 

• Oversight of the CIS Annual School Readiness Fund including ways to foster innovative growth including 
appeals, mailings, online giving, and campaigns 

• Manage donor database and donor acknowledgement process 
• Manage and evaluate gift reporting that assists the team in strategizing for growth 
• Management of annual CIS student recognition event 
• Manage or assist with logistics needed for activities related to development campaigns including donor 

cultivation and stewardship 
• Participate in event planning and implementation activities across CIS as needed 
• Engage in donor and grant research  
• Participate in Board Development Committee meetings and activities 

Candidate must be extremely creative, motivated and have a desire to stretch themselves in order for the 
annual fund program to support the dynamic goals of CIS of Richmond. 
 
Required Education and Experience 
 

• Undergraduate degree 
• Two or more years of demonstrated relevant work experience 
• Strong identification with the mission of Communities In Schools 
• Excellent writing, storytelling, and communication skills 
• Strong computer and database management skill 

 
Benefits: Competitive compensation package that includes full medical, generous PTO, and hybrid remote 
work policy. 
 
Salary Range: $50,000 – 60,000 
 
To apply: Email resume and cover letter to Suzanne Keeley, VP of Development, at 
skeeley@cisofrichmond.org no later than 5pm on 11/4/22. 
 


