
	

Part-Time Director of Development, Evanston RoundTable

Overview

The Evanston RoundTable was founded in  1991 as a local trusted news source for 
Evanston, IL.  After publishing a bi-monthly print newspaper that was distributed at no 
cost to Evanston households, the paper pivoted to an exclusive online platform in 2020, 
simultaneously moving from a for-profit to non-profit organization.   The RoundTable is 
now published as a digital-only platform - website, mobile and email newsletter. The 
RoundTable remains free to subscribers, and it has steadily built a membership model to 
raise funds for operations. In the past year, private donations have increased 
significantly.  

We are seeking a part-time director of development who will manage and direct 
comprehensive fundraising operations for the organization with an initial goal of raising 
$500K annually. The ideal candidate will have a broad background in fundraising with 
strong annual and major gifts experience,  and will be adept at cultivating and stewarding 
donors.  

Key Responsibilities:

• Solicit and steward major gifts (40%)

• Build  and manage donor relationships (10%)

• Plan and execute one fundraising event and smaller cultivation events (25%)

• Partner with the executive team (Editor, Assistant Editor and Business Manager) to 
develop and manage an annual development plan (5%)

• Collaborate with the business manager to design and manage the annual campaign 
(10%)

• Work with the office manager to oversee donor database management to ensure that 
gifts are recorded and acknowledged, and data is analyzed to enhance donor retention 
(10%)

• Work with the office manager to oversee donor database management to ensure that 
gifts are recorded and acknowledged, and data is analyzed to enhance donor retention 
(10%)

• Collaborate with the business manager to design and manage the annual campaign 
(10%)



	

Qualifications & Skills:

• 5-7 years professional fundraising experience with experience in 
lead role preferred

• Passion for mission of the RoundTable

• Proven ability to secure major gifts of $10K plus 

• Skilled in relationship building

• Experience in planning and executing events

• Highly organized self-starter and good project manager

• Excellent written and oral communication skills

• Creative thinker and problem solver

Hours:

This is a great opportunity for someone who seeks part-time work and 
desires work-place flexibility and the potential for growth.  The position 
begins at 15-20 hours/week.  

Salary:

Negotiable and commensurate with experience

Contact: news@evanstonroundtable.com


