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JOB DESCRIPTION

Annual Giving & Development Operations Manager
TITLE: Annual Giving & Development Operations Manager
DEPARTMENT: Development / Philanthropy
REPORTS TO: Director of Development
FLSA: Exempt (administrative)
COMPENSATION: $65,000 per year
BENEFITS: Paid Time Off (PTO); Medical, Dental, and Vision Insurance; Retirement Plan (401k)
LAST REVISED: 07/22/2026
POSITION SUMMARY
Under the direction of the Director of Development, the Annual Giving & Development Operations Manager is responsible for a successful annual appeal and annual fund program and for the integrity of Chapman School of Seamanship’s donor database. This position owns donor data-entry standards, gift processing, acknowledgments, and reporting, and supports the broader philanthropic strategy. It also serves as the development-operations owner for the boat donation, sales, and lease pipelines — maintaining data integrity and producing pipeline, revenue, and stewardship reports after the Boat Donation Specialist enters vessel and donor activity into the CRM. The Annual Giving & Development Operations Manager is a member of the Development team.
This position must conduct all aspects of donor engagement, gift administration, stewardship, communications, and fundraising activities in accordance with the Association of Fundraising Professionals (AFP) Code of Ethical Standards and the AFP Donor Bill of Rights, ensuring the highest levels of integrity, transparency, confidentiality, accountability, and respect for donor intent.
ESSENTIAL FUNCTIONS
1. Create, implement, and evaluate Chapman’s annual fund and annual appeal, including mailings, digital appeals, reports, and related correspondence.
2. Manage all donor database functions in HubSpot, including data entry, data quality, cash and in-kind gifts, boat and other asset donations, report production, tax receipts, credit-card gifts, and recurring gifts.
3. Document all donor and data processes and establish data-entry policies and procedures that ensure consistency and quality.
4. Create, implement, and evaluate strategies for sound donor cultivation, prospecting, segmentation, acknowledgment, recognition, and stewardship.
5. Maintain records of database conversations and activity — notes, cultivation activities, volunteer/solicitor actions, appeals, and segmentation.
6. Research, build, and maintain accurate database records.
7. Produce reporting needed for the philanthropy plan and for board and leadership meetings.
8. Serve as the development-operations owner for the boat donation, sales, and lease pipeline: after the Boat Donation Specialist enters vessel and donor activity into the CRM, verify each record is complete and accurate, ensure acknowledgments and receipts are issued, monitor each vessel’s status and next steps in the data, and produce timely activity, pipeline, revenue, and stewardship reports for 





the Director of Development and leadership. This position does not manage vessel donor relationships or logistics — those responsibilities belong to the Boat Donation Specialist.
9. Manage Chapman's Annual Fund program, including the development and execution of fundraising appeals that drive donor acquisition, retention, and revenue.
10. Participate in special event planning and implementation and other departmental activities as needed.
11. Actively participate as a member of the Development team.
OTHER RESPONSIBILITIES
1. Manage administrative and clerical tasks associated with the position.
2. Participate as requested in board committee meetings.
3. Participate in staff meetings, training, and other activities as directed.
4. Perform other duties as directed by the supervisor.
5. This position will assist our Marketing Director with the migration of donor and constituent data from Bloomerang to HubSpot, ensuring data accuracy, integrity, and continuity throughout the implementation process.
PERFORMANCE MEASURES
1. Annual fund: meets the annual fund revenue goal set by the Director of Development each fiscal year.
1. Acknowledgment turnaround: gift receipts and thank-you letters issued within 48 hours of gift entry.
1. Data integrity: CRM records accurate and complete; pipeline and board reports delivered on schedule.
EXPERIENCE & SKILLS REQUIRED
1. Three to five years of development, annual fund, nonprofit database/operations experience.
1. Proven experience in donor database entry, analysis, reporting, project management, and tracking complex transactions or assets through multiple stages.
1. Proficiency in Microsoft Office and experience with Bloomerang, HubSpot, or a comparable donor CRMs.
1. Ability to interact professionally and responsively with co-workers, donors, prospects, vendors, and other stakeholders in a manner that builds trust and promotes affinity for the organization.
1. Ability to prioritize appropriately when facing multiple responsibilities and tasks.
1. Ability to communicate effectively, both written and oral.
1. Ability to work with diverse groups of people.
WORKING ENVIRONMENT
Responsibilities will occasionally involve work beyond the regularly scheduled workday, including evenings, weekends, and holidays, in connection with campaigns, events, and deadlines.



CONFIDENTIALITY, EQUAL OPPORTUNITY & AT-WILL EMPLOYMENT
Confidentiality. This position has access to donor personal information, financial records, and other sensitive data. The employee is expected to maintain strict confidentiality in accordance with the Chapman School of Seamanship policy.
Equal Opportunity. Chapman School of Seamanship is an equal-opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, age, disability, genetic information, or any other status protected by applicable federal or Florida law.
At-Will Employment. Employment with Chapman School of Seamanship is at-will and may be terminated by either the employee or the organization at any time, with or without cause or notice. This job description is not a contract of employment.


CONTACT:
Renee Booth
Chapman School of Seamanship
r.booth@chapman.org
772-233-0362
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