
Position Description

Position Title: Manager, Development
Report To: Director, Member Engagement
Classification: Exempt

A. PURPOSE OF POSITION:
To assist USTA Northern in its mission to promote and develop the growth of
tennis with specific responsibilities in driving fundraising revenue to support
junior and community impact programs.  As part of the engagement team, this
position will focus on initiating and creating a comprehensive development
program, helping to set the vision for fundraising across USTA Northern.  They
will motivate and empower internal and external teams to support development
efforts, working with a committee to create a culture of philanthropy and cultivate
relationships to increase donor gifts and corporate sponsorships.

B. MAJOR RESPONSIBILITIES:

1. Identify opportunities for corporate sponsorship and advertising, leading all
corporate pitch presentations.

2. Develop and promote a menu of giving opportunities for those interested in
supporting our mission through financial contributions.

3. Utilize current USTA Northern assets (i.e. US Open Box) to increase revenue.
4. Create and steward a major gift program, with opportunities for stock

donations and legacy gifts.
5. Lead a Fundraising Project Team to engage all USTA Northern Board and

Staff in support of development efforts.
6. Develop and manage a current and prospective donor portfolio, including

donor identification, engagement, cultivation, solicitation, and stewardship.
7. Manage online and direct mail giving campaigns, including Give to the Max

DayGiving Tuesday and year-end solicitations.
8. Support the execution of our annual Hall of Fame & Awards Gala through

organizing auctions, raffles, sponsorship opportunities, and other fundraising
components.

9. Ensure accurate and timely acknowledgement, recognition, and reporting of all
donations.

10.Work closely with the marketing and communications team to develop
appealing and appropriate donor messaging.

11. Share fundraising strategies with local tennis charities (CTA’s, NJTL’s, High
School Booster Clubs, etc.); providing support for our matching challenge grants
and our staff/volunteer matching gift program.
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C. KEY PERFORMANCE INDICATORS:
1. Quantity of unique individual donors
2. Quantity of donor calls and meetings (8-10 per week)
3. Quantity and quality of corporate partnership presentations (1-2 per week)
4. Quantity and quality of donor engagement opportunities (robust menu of

giving opportunities)
5. Annual revenue through development efforts

D. SUPERVISORY RESPONSIBILITY:
Not applicable

E. KEY INTERNAL RELATIONSHIPS:
USTA Northern Fundraising Project Team (board and staff members), all USTA
Northern volunteers and staff, USTA National staff

F. KEY EXTERNAL RELATIONSHIPS:
USTA Members and Players, Corporate Sponsors, Donors, Foundations, Tennis
Providers

G. TRAVEL DEMANDS:
Required – Frequent meetings throughout the Twin Cities metro area
Possible – Meetings and events throughout the USTA Northern Section (MN,

ND, SD, western WI), USTA National meetings and events as budget
allows

H. DESIRED QUALIFICATIONS:
1. Bachelor's degree or equivalent experience.
2. Minimum of three years of fundraising experience and proven track record for

securing gifts.
3. Demonstrated success in the execution of a variety of fundraising activities,

including major gift solicitation.
4. Passion for the mission to promote and develop the growth of tennis, ensuring that

tennis is accessible and affordable to all.
5. The ability to interact effectively with a wide variety of people within the

organization and community.
6. Strong interpersonal and leadership skills, with a proven ability to motivate and

collaborate with both individuals and teams.
7. Must be strategic, forward-thinking, and creative.
8. Strong organizational and analytical skills, including a high level of attention to

detail.
9. Goal-oriented with the ability to work independently and meet deadlines.
10.Computer proficiency required (Microsoft/G-Suite), experience with donor

management software a plus.
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I. PHYSICAL DEMANDS AND WORK ENVIRONMENT:
The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this position.
Reasonable accommodations may be made to enable individuals with disabilities
to perform the functions.

While performing the duties of this position, the employee is regularly required to
talk or hear. The employee frequently is required to use hands or fingers, handle or
feel objects, tools, or controls. The employee is occasionally required to stand;
walk; sit, and reach with hands and arms. The employee must occasionally lift
and/or move up to 25 pounds. Specific vision abilities required by this position
include close vision, distance vision,  and the ability to adjust focus. The noise
level in the work environment is usually low to moderate.  Environmental
conditions of outdoor events/work environments may vary, ie: Low/High
temperatures.
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