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JOB ANNOUNCEMENT 
 
POSITION:  Development Coordinator 
REPORTS TO:  Development Director 
LOCATION:  Bend, OR 
CLASSIFICATION:  Full-time, exempt 
 
POSITION SUMMARY  
Oregon Natural Desert Association (ONDA) is a nonprofit conservation organization that protects, defends and 
restores Oregon's high desert. The Development Coordinator is a key part of the development and 
communication team that collaborates to raise funds to support ONDA operations. This position includes event 
and volunteer coordination, donor outreach, and data management to grow ONDA’s community of supporters 
and enhance high desert conservation initiatives in Oregon. Our ideal candidate will be interested in fundraising 
and community engagement and have the ability to take initiative, be responsive, and communicate effectively 
with a wide array of people.  
 
Event Coordination   

 Manage all aspects of planning, publicizing, and implementing a diverse calendar of annual digital and 
in-person community events 

 Secure partners and sponsors, coordinate venues, identify vendors, produce materials, implement 
media promotions, track and communicate with attendees, and assess outcomes in support of assigned 
events 

 Coordinate event volunteers and support additional events led by other team members 
 
Outreach and Communications  

 Plan, prepare and send news and action alerts to email subscribers in coordination with communications 
staff 

 Maintain community engagement and foster a connection to Oregon’s high desert by informing 
members and the public of key issues, initiatives and involvement opportunities 

 Encourage new audiences to experience the high desert by expanding distribution of ONDA’s Wild 
Desert Calendar, soliciting retail partners and sponsors, and managing online sales 

 Connect volunteers and interns to office-based tasks and special projects 

 Develop compelling messaging and materials including donor correspondence, newsletter articles, 
grants, social media posts, web content or other materials as needed to support objectives in 
conjunction with ONDA development and communication team 

 Organize ONDA’s presence at existing regional public events to grow support for desert conservation 
initiatives 

 Collaborate with staff to expand impact of business partners program 
  
Donor and Data Management 

 Manage and assess monthly giving program and other donor segments to steward, sustain and expand 
donors 

 Process all financial donations and sales in donor database, generate thank you letters and make weekly 
bank deposits 

 Establish systems, procedures and documentation that improve team efficiency 



 Encourage complete and accurate donor records by collecting and managing entry of new contacts and 
other information in donor database 

 
Other Activities  

 Support ONDA’s comprehensive membership growth and retention plan, maintain promotional items, 
and complete donor communications as needed 

 Participate in conferences, trainings, field trips and ONDA events as required  
 
REQUIRED SKILLS AND QUALIFICATIONS 

 Two years relevant experience, knowledge of nonprofits, fundraising or outreach practices preferred 

 Commitment to conservation and a passion for desert wildlands 

 Commitment to building a more diverse, inclusive organization and conservation community 

 Excellent written and verbal communications skills 

 Strong attention to detail and ability to complete tasks efficiently 

 A flexible, collaborative nature and a good sense of humor 

 Proficiency in Microsoft Office and tech savvy, with experience with Salesforce database and Emma 
email platform preferred 

 
COMPENSATION 
This position pays $40,000 to $45,000 per year, depending on experience. ONDA will furnish a competitively 
benchmarked nonprofit salary, a full benefits package including health, vision and dental benefits, and matching 
retirement contributions. ONDA offers generous paid time off benefits including 15 vacation days (increasing 
after second year), 12 holidays, 12 annual sick days, family leave, and a sabbatical program. ONDA will also 
reimburse up to $500 for moving expenses incurred relocating to Bend for this position. 
 
TO APPLY 
ONDA uses an anonymous applicant screening process to ensure fair and objective applicant evaluation. To help 
facilitate this review, please submit your application via email, with your email including two separate 
attachments as follows:  
 

1) Attachment #1: A single page .doc or .pdf file that includes your name, address, email and phone 
number. Do not include this identifying information anywhere else in your attachments. 

2) Attachment #2: A brief, no longer than one-page cover letter (without your name) describing your 
qualifications and interest in the position, resume (without your name), and the contact information for 
three references. This information should be combined into a single .doc or .pdf file.  

 
Please submit these application materials to development@onda.org no later than Sunday, August 1, 2021.  
 
ABOUT OREGON NATURAL DESERT ASSOCIATION 
For three decades Oregon Natural Desert Association (ONDA) has connected people to their public lands and 
championed the conservation and stewardship of central and eastern Oregon's wild lands, waterways and 
wildlife. ONDA’s mission is to protect, defend and restore Oregon’s high desert. From championing land 
protection to speaking out for fish and wildlife, ONDA’s members and supporters sustain the natural 
character of Oregon’s high desert. ONDA envisions a high desert in Oregon where eight million acres of 
public lands are conserved to ensure that fish and wildlife thrive and wild places exist for all people to 
treasure and explore, now and always. https://ONDA.org 
 
ONDA IS AN EQUAL OPPORTUNITY EMPLOYER 
ONDA is committed to diversity, equity and inclusion and seeks to create an inclusive environment for all 
volunteers, partners, collaborators and employees. Our commitment to diversity includes the recognition that 
our mission is best advanced by the leadership and contributions of people of diverse backgrounds, beliefs and 
cultures. We strongly encourage applicants from all cultures, races, colors, religions, sexes, national or regional 
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origins, ages, disability status, sexual orientation, gender identity, military, protected veteran status or other 
status protected by law. Please review our commitment to fostering diversity, equity, inclusion and justice in 
environmental conservation at https://onda.org/justice/. 
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