
 

 

Position Description 

 
 TITLE:  RESOURCE DEVELOPMENT COORDINATOR              

 
 
FLSA Status – Nonexempt 
Hourly Wage - $33.05 
 
Summary 
Atlantis Community Inc. has been advocating for people with disabilities for 50 years. Atlantis serves a 
seven county catchment area (Adams, Arapahoe, Clear Creek, Denver, Douglas, Elbert, and Jefferson 
Counties). As a Center for Independent Living, we support the rights of people with disabilities to direct 
their own lives by providing advocacy, life skills training, transition services (youth, from nursing homes, 
and diversions from institutions), information and referral, and peer support. The mission of Atlantis is to 
advocate for all people with disabilities to be a meaningful part of an integrated community of their 
choice.  
 
The Resource Development Coordinator supports Atlantis Community Inc.’s fundraising, sponsorship 
development, donor relations, and community engagement efforts. This position identifies and cultivates 
relationships with prospective sponsors and community partners, coordinates fundraising and outreach 
activities, prepares sponsorship and campaign materials, maintains donor and sponsor records, and tracks 
development results. Working collaboratively with leadership and program staff, the Coordinator helps 
increase community awareness, strengthen partnerships, and secure sustainable support for Atlantis’ 
mission and programs. This role reports directly to the Director of Marketing and Communications. 
 
To be successful in this role, an individual must be highly organized, relationship-focused, and 
comfortable representing Atlantis in the community. The ideal candidate will communicate effectively 
with diverse audiences, manage multiple priorities and deadlines, take initiative in developing 
sponsorship and partnership opportunities, and maintain accurate records and timely follow-up. Success 
also requires strong public speaking and presentation skills, attention to detail, creativity, and a genuine 
commitment to Atlantis’ mission.  
 
Essential Duties and Responsibilities 
Development Operations and Fundraising (30%) 

● Coordinate implementation of fundraising activities and annual campaigns. 
● Maintain fundraising, sponsorship, and community outreach calendars. 
●  Prepare donor correspondence, acknowledgement letters, campaign materials, and other 

development communications. 
● Maintain accurate donation, donor, sponsor, and development activity records. 
● Track fundraising progress, sponsorship revenue, outreach activity, and development metrics. 
● Reconcile fundraising and sponsorship documentation in coordination with finance staff. 
● Prepare development updates and reports for leadership. 
● Support fundraising events and other resource development initiatives. 
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● Assist with planning and executing multi-channel marketing campaigns centered around 
donations (social media, email, website, and print) 

● Create Google Ad campaigns for donations  
● Design basic marketing materials (flyers, graphics, newsletters) that align with brand guidelines 

for donation campaigns 
● Assist with storytelling efforts that highlight participant experiences and program impact 

Sponsorship Development and Stewardship (40%) 
● Identify and research prospective corporate, small-business, and community sponsors whose 

interests align with Atlantis' mission. 
● Develop sponsorship packages, proposals, presentations, and outreach materials for events, 

programs, and organizational initiatives. 
● Conduct sponsorship outreach through email, phone calls, meetings, presentations, networking, 

and community events. 
●  Build and maintain a sponsorship pipeline, including prospects, contacts, next steps, 

commitments, and renewal dates. 
● Cultivate relationships with prospective and existing sponsors through timely follow-up and 

regular communication. 
● Coordinate sponsorship agreements, benefit fulfillment, recognition, and sponsor visibility across 

events and communications. 
● Work with program and communications staff to match sponsorship opportunities with 

organizational priorities and sponsor interests. 
● Monitor sponsor satisfaction, document outcomes, and identify opportunities for renewal or 

expanded support. 
● Coordinate sponsor appreciation activities and recognition efforts. 

Community Engagement and Partnerships (30%) 
●  Develop and coordinate community engagement activities that increase awareness of Atlantis' 

mission, programs, and impact. 
●  Build relationships with local businesses, civic groups, service providers, neighborhood 

organizations, and other community partners. 
●  Represent Atlantis at community meetings, networking events, resource fairs, presentations, and 

outreach activities. 
●  Coordinate meetings, presentations, tours, and follow-up communications with community 

stakeholders. 
●  Identify opportunities for collaborative events, cross-promotion, volunteer involvement, in-kind 

support, and community partnerships. 
●  Support community listening sessions and gather feedback to strengthen outreach and 

partnership strategies. 
●  Maintain community partner contact records and track engagement activities, commitments, and 

follow-up needs. 
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●  Collaborate with staff to ensure outreach messaging is accurate, accessible, and consistent with 
organizational priorities. 

● Evaluate community engagement efforts and recommend ways to deepen participation and 
strengthen long-term partnerships.  

● Assist in planning community events (workshops, fundraisers, awareness campaigns, etc.) 
● Create and schedule social media content that promotes events 

Other Duties 

● Assist with monthly and annual reports (DVR, PPR) 

Essential Qualifications  
● Strong written, verbal, interpersonal, public speaking, and presentation skills. 
● Ability to prepare professional correspondence, presentations, outreach materials, and reports. 
● Strong organizational skills with the ability to manage multiple priorities and deadlines. 
● Ability to maintain accurate records, calendars, contact information, and activity-tracking 

systems. 
● Ability to work independently, take initiative, follow through on commitments, and collaborate 

effectively with others. 
● Proficiency with Microsoft Office or comparable software. 
● Ability to represent Atlantis professionally and communicate effectively with people from diverse 

backgrounds and lived experiences. 
● Commitment to Atlantis Community Inc.’s mission and the independent living philosophy. 

 
Preferred Qualifications 

● Experience in nonprofit fundraising, sponsorship development, or community engagement. 
● Experience coordinating fundraising campaigns or community events. 
● Familiarity with donor or contact-management systems. 

 
Education and Experience  

● At least two years of experience in relationship-building, communications, outreach, event 
coordination, or administrative support. An equivalent combination of education and relevant 
experience may be considered. 

   
Physical Demands  

● This position primarily involves office and computer-based work, including extended 
periods of working at a computer, communicating by telephone or video, and 
participating in meetings. The role also requires attending community events, 
conducting presentations, and traveling locally to meetings and outreach activities. The 
employee may occasionally move or transport outreach, event, or presentation materials 
weighing up to 20 pounds.  
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To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The qualifications, working environment, and physical demands described 
above are representative of those that must be met by an employee to successfully perform the 
essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions.  

Compensation/Benefits 
● Hourly wage- $33.05 
● ICHRA Medical Plans with ACI paying 100% of base premium for the employee with buy-up 

options available, and a Health Reimbursement of up to $500.00/Month to assist with dependent 
medical coverage 

● Employer-paid Life and Short-Term/Long Term Disability Insurance 
● Paid Time Off 
● Mileage Reimbursement 
● Paid Holidays 
● 4-day workweek 

Important Notes 
● This position is full time, and fully benefited. Hours are 32/week. 
● Office hours are Monday through Thursday, 8:30am-5:00pm. Schedules will be set between those 

times. The office closes from 12:00pm - 12:30pm for lunch daily. 
● Background and reference checks are conducted 
● E-Verify employer 
● ACI is a non-profit 501(c)(3) organization 

Atlantis Community Inc. is an Equal Opportunity Employer and prohibits discrimination and harassment 
of any kind. We are strategically invested in creating an equitable, diverse, just, and inclusive work 
environment. All interested individuals, especially those with disabilities and multi marginalized people 
with disabilities, people of color, LGBTQ+,, women, and those with multi marginalized identities are 
particularly urged to apply. For more information on our diversity, equity, and inclusion efforts, visit our 
website. 

To Apply 
Submit a resume and cover letter to hr@atlantiscommunity.org with Resource Development 
Coordinator in the subject line. Resumes will be accepted until Monday, September 28, 2026 at 
5:00pm. People with disabilities are encouraged to apply. 
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