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Position: Annual Fund Coordinator 
Department: Development 
Reports To: Manager of Development 
 

JOB SUMMARY 
Reporting to the Development Manager, the Annual Fund Coordinator serves on the Fort Wayne 
Philharmonic’s Development team performing as a key figure in the effectiveness and overall ability of 
the department to achieve its fundraising goals, provide exceptional donor stewardship, support special 
events, and maintain financial records and systems for contributed revenue.  
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 Ensure the accurate and timely processing of donations, payments, and pledges. 

 Perform development-related gift and data entry and maintenance of the Philharmonic’s donor data 
system (SRO) including entering new accounts, updating existing accounts, ensuring correct 
constituency codes, and memberships levels. 

 Generate acknowledgements for all gifts within 72 hours of receipt, ensuring membership levels are 
appropriately adjusted, receipts are accurate, and donor incentives and benefits are properly 
fulfilled. 

 Provide database support for the Development operation including, but not limited to data 
extractions, list generation, constituent updates, maintenance of memberships, analysis of trends, 
and campaign progress reporting. 

 Assist with Annual Fund direct mail campaigns by providing appropriate donor renewal, prospect 
and acquisition leads to the annual fund team and mail house in accordance with the mailing 
schedules. 

 Answer and return calls from donors within 24 hours providing excellent customer service to all 
callers. 

 Attend all donor events as a representative of the FWPO staff, including but not limited to concert 
duty in the donor lounge, open rehearsals, donor appreciation events, and other special donor 
stewardship and cultivation events.  

 Track and analyze event prospects and attendees including the RSVPs, rates of attendance and 
cost/benefit analysis. 

 Other duties as assigned. 
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QUALIFICATIONS AND CAPABILITIES 
Bachelor’s degree; A minimum of one (1) year increasingly responsible development, non-profit, or 
related administrative experience; Background and/or interest in symphonic music or the arts is 
desirable; Extensive computer skills - familiarity with databases; Proficient in Microsoft programs, 
including but not limited to Excel, Access, Outlook, and Word; Ability to adjust schedule as needed for 
support at functions, which frequently occur on evenings and weekends; Ability to communicate 
effectively with individuals; Ability to handle multiple responsibilities and meet deadlines; Excellent 
critical thinking, strategic planning, problem solving skills, and attention to detail. 
 

COMPENSATION 
Salary commensurate with experience and job performance. 
 

BENEFITS OFFERED 
Benefits include health and dental insurance, 403(b) plan, and paid vacation, holiday and sick leave. 

 
ORGANIZATION/ORCHESTRA DESCRIPTION  
Entering its 72nd season, the Fort Wayne Philharmonic (FWP) is one of the most exciting performing arts 
organizations in Indiana, and in the midst of a renaissance in its service to the community and Northeast 
Indiana region.  While the Philharmonic’s mission is to inspire and foster a lifelong love of classical music 
through performance and education, recent institutional advancement efforts have led the institution 
toward a whole new level of service. The FWP employs approximately 58 full and part-time musicians 
and produces a nine-month concert season comprised of Masterworks, Pops, Chamber Music, and 
Family Concert series.  In addition, a revitalized Chamber Orchestra Series offers a colorful array of 
classical masterpieces in a personal, intimate, and engaging environment.  FWP musicians serve the 
community and region through a variety of concerts each year, including 375 education and community 
engagement performances throughout Northeast Indiana.  Recent new efforts include a free July 4th 
concert at Parkview Filed - Fort Wayne’s newest iconic patriotic tradition - and plans are underway to 
deploy the musicians of the Fort Wayne Philharmonic in a variety of non-traditional venues, in order to 
further the demographic breadth and scope of the organization’s reach and offerings. 

 
Led by Music Director Andrew Constantine, the FWP performances reach more than 200,000 people 
every season at the majestic Embassy Theater, the Auer Concert Hall, at various venues throughout the 
community, and in schools, nursing homes, community centers, and churches.  The FWP is truly an 
orchestra of the future, with bold plans to reach deeply into the fabric of the community with exciting, 
entertaining and meaningful offerings. 
 
The FWP reaches more than 29,000 young people and families through its ensembles extensive 
education and community engagement programs, including Ensembles in the Schools programs, PHIL 
Kids, Young People’s Concerts, and Club Orchestra - a novel El Sistema modeled collaborative program 
with the Boys & Girls Clubs of Fort Wayne - inspire and motivate young citizens of the future.  Regional 
touring, donor cultivation, and board activities round out a busy performance schedule for the 
orchestra. 
 
The Fort Wayne Philharmonic is governed by a 26-member Board of Directors and has an annual 
operating budget of $4 million.  With no accumulated debt, a healthy endowment that is the envy of 
many of its peers, revitalized programs, and healthy indicators for both earned and philanthropic 
revenue streams, the FWPO is on an exciting trajectory that offers a unique opportunity for a bright, 
energetic and highly motivated self-starter as Development Director. The ideal candidate will have a 
successful track record in fundraising, knowledge and experience in data systems and fundraising 
strategies, a great attitude, “fire in the belly” to succeed, and a keen ability to work well with others. 
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COMMUNITY 
Located in northeastern Indiana Fort Wayne is the county seat of Allen County and is 18 miles west of 
the Ohio border and 50 miles south of the Michigan border.  Fort Wayne had an estimated population of 
256,496 in 2013, and a combined great Fort Wayne metropolitan population of 419,453. 
 
Rated one of America’s most affordable cities, Fort Wayne is centrally located, and in close driving 
proximity to Indianapolis, Chicago, Cleveland, Cincinnati, Columbus and Louisville.  Affordable housing, 
low utility costs, good schools, and a burgeoning nightlife make Fort Wayne a highly attractive option for 
professionals. 
 
In 2014, NerdWallet ranked Fort Wayne in the Top 10 Best Cities for Quality of Life, and Forbes named it 
as one of 19 "Opportunity Cities." Fort Wayne has earned the the All-America City Award from the 
National Civic League three times and is ranked #1 as the most affordable small city in America for 
homeowners.  In 2015, Livability.com featured Fort Wayne in "Best Affordable Places to Live".   Fort 
Wayne has also been named in Top 10 categories such as Best Places to Raise Kids, Safest Cities, Best 
Minor League Sports Towns, Best Minor League Ballparks, and Best Cities for Economic Stability.  
 
Fort Wayne's nickname is The City of Churches and is also noted for its 85 beautiful parks.  An incubator 
for innovative companies, Fort Wayne boasts the locally-based Vera Bradley, General Motors Trucks, 
and BF Goodrich Tires.  Indiana University-Purdue University at Fort Wayne, the University of St. Francis, 
Indiana Tech, and Indiana Institute of Technology are just a few of the noted higher educational 
institutions in the area.  
 
Fort Wayne’s rich range artistic and cultural landscape also includes the Embassy Theatre, Fort Wayne 
Ballet, Fort Wayne Museum of Art, Fort Wayne Civic Theater, The History Center, the Foellinger-
Freimann Botanical Conservatory, the Fort Wayne Children’s Zoo, Science Central, and many more. 

 
City: Fort Wayne 
 
State:  Indiana 
 
Application Deadline: August 1, 2015 
 
Apply to Name: Hiring Manager 
 
Apply to email: http://www.fwphil.org 
 
Phone: 
 
Organization/ 
orchestra web address:    fwphil.org 
 
Application Procedure:     Please submit a cover letter and resume to info@fwphil.org 

http://www.fwphil.org/
mailto:info@fwphil.org

