
 

 

 
Job Posting 6/23/20: Director of Development 

 

NAMI Westchester is an affiliate of the National Alliance on Mental Illness. We are a grassroots 

organization dedicated to improving the quality of life for all individuals and families whose lives are 

affected by mental illness and co-occurring disorders. NAMI advocates for access to services, treatment, 

support and research and is steadfast in its commitment to raise awareness and build a community of hope 

for all those in need. We offer the kind of understanding and care that only those who have lived the 

experience of mental illness can provide. 

 

Description: Director of Development coordinates all phases of NAMIWalks Westchester and 

development of community partnerships, overseeing all fundraising by the organization.  

 

Requirements: Position requires proficiency in administrative procedures and competent computer skills 

including a donor management system, Microsoft Word, Excel, PowerPoint, Publisher, Quickbooks, 

graphic programs, social media and Internet. Necessary experience includes development, fundraising, 

grant writing and event planning experience. Must be able to work independently, multi-task, and meet 

deadlines. Reports to Executive Director. 

 

Hours: This is a part-time exempt salary position, requiring 25-30 hours per week in office; no benefits. 

 

Abbreviated List of Duties and Responsibilities: 

Assist Executive Director in daily operations of the organization; grant proposals and reports; social 

media; donor management; major fundraising and community awareness events; supervise staff and 

volunteers. 

 

Qualifications: 
 Bachelor's degree 

 Excellent written and verbal communication skills 

 3-5 years or more of grant writing experience, preferably including experience producing 

government, foundation, and corporate proposals 

 Proven track record of securing grants is desirable 

 Knowledge of the philanthropic and government sectors 

 Interest in mental health and the public policies that shape them 

 Strong organizational and editing skills; attention to detail is imperative 

 Strong database and computer skills, including Microsoft Office; experience with donor management 

system, familiarity with Donor Perfect a plus 

 Strong ability to multi-task, and flexibility to take on new assignments as opportunities arise 

 Ability to work well under pressure and meet deadlines 

 Ability to work both independently and to collaborate with diverse stakeholders, including program 

staff, executive staff, funders, and external partners 

 Ability to identify, understand, and articulate program needs and outcomes in collaboration with staff 

 

To apply: 

Send your resume and cover letter with salary request to info@namiwestchester.org, subject line 

“Director of Development.” 
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