
Development Coordinator/Manager
Reporting To: Director of Development
Position Type: Full or Part-Time
Salary Range: $20/hour to $30/hour
Contact: joinourteam@ecsonline.org

About ECS
Environmental Charter Schools (ECS) is a non-profit charter management organization with a growing
network of free public schools in South Los Angeles. ECS creates and refines engaging, project-based,
environmentally-themed, arts-integrated, social-justice driven, interdisciplinary curricula and assessments
to engage and inspire our youth. The mission of  Environmental Charter Schools (ECS) is to reimagine
public education in low-income communities of color to prepare conscious, critical thinkers who are
equipped to graduate from college and create a more equitable and sustainable world. Since its inception
in 2000, ECS has been providing students with a unique learning experience that utilizes environmental
service learning to inspire our students to find authentic meaning in their studies. ECS now proudly serves
over 1,300 students at two middle schools (Gardena and Inglewood) and two high schools (Lawndale and
Gardena).

ECS’ student achievement outcomes include: ECHS-Lawndale ranks in the top 2% of public high schools in
U.S. News & World Report; 98% of students graduate high school with the coursework necessary for
admission to a four-year college or university; 97% of students are admitted into a four-year college; Most
of our students will be the first in their family to graduate from college; ECMS-Gardena received the Gold
Ribbon for its innovative interdisciplinary curriculum and was recognized by the CDE as a Title I Academic
Achieving School; ECMS-Inglewood received the Innovate Public School Award in 2019 for closing the
achievement gap;

Position Summary
The Development Associate is a key member of Environmental Charter School’s Fundraising and
Development Team and assists with day-to-day operations for the Development Department. This position
supports fundraising efforts by providing excellent customer service to ECS stakeholders; and assists in
the planning and execution of fundraising and campaign events, including the execution of the capital
campaign supporting ECS’ newest school, Environmental Charter High School - Gardena.

The Development Associate will be detail-oriented, self-directed, and capable of working independently
and collaboratively with limited oversight. The candidate will have a history of grant writing success and
strong writing and organizational skills. This is an excellent opportunity for a highly motivated individual to
further develop skills in nonprofit development work, specifically in the area of urban and environmental
education.



The Development Associate will be responsible for:

Grant Support
- Research potential grants for programs and projects on an ongoing basis
- Prepare and submit grant applications and reports within deadlines.
- Keep track of due dates for grant proposals, reports and quarterly stewardship touchpoints and

record all grant-related activities in CRM
- Gather information for grant applications and reports and support the development of program

goals and target outcomes
- Support department in preparing and drafting grant proposals, reports and stewardship activities
- Attend briefings related to specific grants
- Produce grant evaluation and outcomes reports, as required

Fundraising Campaign
- Identify and research prospective funders, including major gift prospects and foundations,
- Assist in creating materials for donor solicitation, including letters, electronic presentations, and

informational packets
- Special events planning and outreach
- Support the coordination of the Growth & Sustainability Committee, focused on increasing

philanthropic support to meet campaign strategic plans.
- Collaborate and coordinate development opportunities
- Coordinate with the communication team members to develop story ideas that will resonate with

donors and meet comprehensive campaign communication objectives.

Qualifications and Requirements
- BA/BS degree or similar college education with 2 years experience in a development role; Capital

Campaign experience preferred
-  Excellent writing, editing, design, and formal presentation skills
- Demonstrated knowledge of nonprofit fundraising, corporate philanthropic strategy,  and/or Capital

Campaigns
- Effective interpersonal skills
- Proven track record of excellent follow-through and accountability
- Outstanding organizational skills and meticulous attention to detail
- Ability to prioritize tasks and execute multiple projects simultaneously
- Self-starter with the ability to work independently
- Flexible and able to meet changing work needs and demands
- Database management experience desired
- Excellent proficiency in Microsoft 365 (Word, Excel, PowerPoint), Google Drive, Zoom, and multiple

technology and software platforms
- Experience with Adobe Creative Suite, Asana, CRM and fundraising software



This job primarily operates on a school site and in classrooms and utilizes typical office equipment
(computers, phones, photocopiers, etc.). Physical demands include: positioning to lift (should be able to
lift up to 30 pounds to waist high), carry, push, and/or pull, kneel, stoop, crouch and bend. Generally, the
job is 60% Stationary and 40% moving/traversing. Travel required for visits to other local school sites or
the Home Office (as needed).

Although ECS is not currently mandating that employees be fully vaccinated against Covid-19, it is
possible that this will be a requirement in the future (subject to state and federal guidelines).

The above statements are intended to describe the general nature and level of work being performed. They
are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of
personnel so classified. ECS does not discriminate against individuals on the basis of age, actual or
perceived race, actual or perceived gender, ethnicity, national origin, religion, disability, or sexual
orientation. ECS complies with the Americans with Disabilities Act to ensure equal access to all qualified
individuals with a disability. If you have any questions, please contact the Human Resource Administrator
at (310) 214-3408.


