
 

Development Officer   
Job Description 

The Women’s Bakery: 

The Women’s Bakery (TWB) is committed to creating social and 
economic opportunities for women in East Africa by training them to 
build, operate, manage, and sustain bakeries, which sell affordable, 
locally sourced, highly nutritious breads. These bakeries become an 
opportunity generating mechanism for an entire community, meeting 
local demand with local supply. Similarly, these bakeries become a 
locally led and sustained combatant to malnutrition, providing 
nutritious food options in communities. TWB harnesses business, and 
comprehensive business training, as a tool for positive social change. 

 
Position Description:  

The Development Officer (DO) is responsible for achieving TWB 
fundraising goals. The DO has direct responsibility for raising funds 
through major gifts, annual giving, corporate and foundation grants, 
planned giving and special events. The DO also oversees marketing, 
branding, public relations, advertising and other fundraising specific 
communication initiatives.  

TWB is a young, high-growth organization. As such, TWB is designing 
and implementing several company-wide systems to ensure sound and 
sustainable growth. Reporting to the CEO, the DO will work closely with 
the Senior Management Team to build and implement a successful and 
sustainable development strategy. This strategy will involve designing, 
implementing and refining development systems for TWB. As 
necessary, the DO will also work with client groups, media, and other 
stakeholders within TWB.  
 
 
 
 
 
 



 

Roles & Responsibilities:  

Design & Deliver TWB Donor-Centric Strategy   
- Lead and develop a sophisticated multi-year fundraising strategy 

with TWB Senior Management. 
o Develop a compelling case for support. 
o Build a development infrastructure grounded in research, 

systems, best practices, and service to TWB’s community.  
o Identify budgetary needs and strategies for existing and 

potential TWB funding resources.  
§ Develop and produce regular analytic reports for 

Senior Management that synthesizes the 
fundraising activities and progress.  

o Major donor, foundation, and corporate cultivation, 
solicitation and stewardship;  

§ Volunteer fundraising leadership team building 
and management.  

o Develop and implement annual giving programs and 
donor stewardship.  

o Research, write, and coordinate grant projects. When 
necessary, build relationships with funder representatives 
and officials.  

o Assess TWB’s current state of fundraising as well as the 
potential for the organization 

§ Conduct a “data clean up” by compiling historical 
and current donor/donation information 

§ Conduct a wealth screening and other research to 
build a strong donor pipeline.  

Annual Giving Campaign Lead & Donor Relations 
- Develops keen annual campaign strategy to ensure TWB meets 

growing annual budgetary needs.  
- Establish and oversee the implementation of fundraising goals 

and strategies to expand the donor base and deepen support 
from current donors.  

o Create major annual gifts plan ($10,000+) with objectives 
for successful fulfillment.  



 

- Implement a consistent stewardship, recognition, and 
acknowledgement program for donors.  

o Oversee donor recognition, gift acknowledgements and 
grant administration. 

o Maintain all internal documentation and tracking of 
campaigns and TWB supporters.  

- Maintain and deepen existing donor and sponsorship 
relationships through regular, relevant communications and 
stewardship.  

- Promote a relationship-centric culture.  

Special Events 
- Provide oversight and coordination for all special events.   
- Coordinates and utilizes community relationships for TWB 

visibility in key market areas, i.e. Denver, St. Louis, etc.  

TWB Communication & Brand Management  
- Supervise use of TWB brand throughout all fundraising and 

communication efforts.  
- Direct public relations and marketing initiatives with CEO.  
- Ensures communication of programming opportunities into 

marketing efforts, as appropriate. Can utilize content developed 
by TWB’s Director of Impact.  

- Motivates staff-wide efforts in development work. 
 

Qualifications:  

The ideal candidate will possess outstanding strategic thinking and 
communication skills as well as a strong conceptual understanding of 
TWB’s mission, vision and impact. S/he will have experience in a 
collaborative work environment, and must be comfortable working 
across a growing, face-paced, complex organization, with hands-on 
responsibilities. The candidate must be results-oriented and able to 
work in a fast-paced, competitive environment. The successful DO will 
bring a command of fundraising best practices, fundraising tools, and 
enthusiasm for fund development.  

- First-hand experience in directing a development department 
responsible for raising $500,000+ annually.   



 

- Proven ability to work with major funders, corporate funders, grant 
makers, board members, and other various stake-holders.  

- Results-oriented with an ability to meet fundraising goals. 
- Experience with software, especially CRM systems to track and 

record donor giving, correspondence, and communications.  
- Minimum of three – five years of experience in fund development, 

with a background in journalism, sales, communications, or 
marketing. 

- Experience in grant-writing, with a portfolio of successful 
applications.  

- Has led multiple campaigns, including designing and creating 
strategy.  
 

Desired Abilities:  

- Excellent communication skills, particularly with the ability to share 
the TWB story and bring relevance and motivation to all audiences. 

- Commitment and energy for the mission of TWB – in it to win it. 
- Team-player attitude with a willingness to engage in a variety of 

different tasks.  
- Capacity for vision – the humility to see where we are now, and the 

courage to imagine where we could be, especially as it relates to 
development and funding goals.  

- Grit – fearlessness to get your hands dirty.  
- Passion – a deep love for what our work means.  
- Creativity – allowing development plan to be unique and “rogue” 

as TWB’s model strives to be.  
- Genuine compassion – a keen desire to serve the poor and 

empower women.  
- Smarts/Cleverness – business minded, yet people-oriented.  
- Cultural Competency – ability to understand different cultures and 

will share about East Africa in appropriate manner. TWB strictly 
prohibits language that degrades individuals experiencing some 
level of poverty.  

 
 

 



 

Expectations:  

The DO will work at the Denver office and travel as necessary to the 
St. Louis and Kigali (Rwanda) offices. Travel over weekends may be 
required and can be counted towards working days permitting work is 
done during those days. 40/50 hours per week as necessary. 
 
This position may include up to 25% travel. 
 
Benefits: 

- Competitive salary; 
- Comprehensive domestic and international medical insurance 

including medical evacuation; 
- Professional Development stipend and opportunities;  
- Counseling stipend (10 sessions with TWB appointed counselor); 
- All expenses associated with travel covered by TWB.  

Please apply by sending current resume and a cover letter to 
info@womensbakery.com, with attention to Markey Culver.   

 


