
BLUE MOUNTAIN LAND TRUST 
Development Specialist Position 
Announcement 
June, 2021 

 
Blue Mountain Land Trust is seeking a motivated, creative, and enthusiastic person to join its 
team as a full-time Development Specialist. 

 
The Development Specialist is responsible for supporting the organization’s fundraising 
development. The Specialist will lead development projects and processes, including appeals, 
solicitations, donor cultivation and grants. 

 
The Specialist will be responsible for the maintenance of the organization’s database and will 
create reports that support the success of the development department. She/he will assist 
with writing appeal letters, renewal and thank you letters, marketing emails, grants and other 
projects as needed. 

 
This position requires focus, problem solving, attention to detail, organization, follow-
through, strong writing abilities, relationship building and the ability to work as a team as well 
as act as lead for various projects. 

 
Responsibilities 
1. Fundraising process and coordination 

• Work closely with Executive Director to successfully implement year-end 
solicitations and other appeals, as assigned. 

• Prepare fundraising reports for board packet, and board correspondence related 
to development. 

• Prepare membership renewal letters, thank you letters, end-of-year reporting, 
and donor acknowledgements. 

• Plan and manage development events for donors. 
• Provide timely and accurate reports and information, sets meetings, and helps 

to manage calendars for the development committee and board. 
• Use discretion and integrity to safeguard confidential donor information to 

include contact information and donation history. 
• Help build relationships with grantors and foundations, research new grantors, and 

write grants. 
 
 



2. Database management and analysis 
• Maintain the donor database program to ensure accurate and timely data 

collection, coding, analysis, reporting and acknowledgement, including online and 
credit card giving. 

• Oversee management of the donor database and the email database, including 
data updating and regular maintenance. 

 
3. Donor Cultivation 
• Coordinate and attends member and donor cultivation activities eg. Celebrate and 

major donor appreciation activities. 
• Work with the Executive Director in the development, implementation, and tracking 

of the Development Plan for the cultivation, retention, and recognition of members 
and donors. 

 
4. Grants 
• Support the Development & Marketing Committee in developing and 

enhancing funding opportunities. 
• Work effectively with staff to research and draft high-quality proposals that 

support BMLT programs. 
• Research new funding prospects to support BMLT mission and vision. Serve as liaison 

for all funding agencies or organizations. 
• Maintain contact with funding organizations during review of submitted proposals 

and grant applications. 
 
Requirements 

• Bachelor’s degree in a relevant major or the equivalent of five years of 
fundraising management experience. 

• Strong interest in private land conservation and an appreciation of the landscape 
of Northeastern Oregon and Southeastern Washington. 

• Strong sense of ethics, integrity, discretion, and ability to maintain confidentiality 
of donor and project information. 

• Strong interpersonal, verbal, and written communication skills. 
• Ability to identify new opportunities and demonstrates continued desire to learn and 

try new strategies. 
• Well organized, detail-oriented, able to set priorities and take initiative without 

direct supervision. 
• Proficient in Microsoft Office, especially Excel and Word. 



• Willingness to work weekend and evening hours as needed. 
• Valid driver’s license. 

 
Preferred Qualifications 

• At least one year of fundraising, communications or administrative experience. 
• Previous database experience. 
• Grant research and writing experience. 
• Public speaking. 
• Experience with InDesign, Illustrator or other graphic design software. 
• Experience with Squarespace or other web design platforms. 
• Experience with MailChimp and social media. 

Compensation 
• Position is 40 hours per week, non-exempt, employment is at-will. 
• Compensation is $45,000 to $55,000 per year depending on qualifications and 

experience, 10 paid holidays per year, 10 paid personal leave days per year, 
employer- paid medical, dental and vision benefits, and employer-paid annual 
contributions to a qualified retirement plan. 

 
Reporting 

• The Development Specialist will report directly to the Executive Director. 

To apply 
Send an email with a cover letter, resume and references to Tim Copeland, Executive 
Director at tim@bmlt.org. Please combine all documents in a single PDF. 

 
Applications will be accepted until the position is filled. Interview selections will begin on 
Monday, June 21, 2021. The search will remain open until a candidate is selected. 

 
For more information about the Blue Mountain Land Trust and what we do, please visit 
our website at bmlt.org. Blue Mountain Land Trust is an equal opportunity employer. 


