
D E V E L O P M E N T  C O O R D I N A T O R  

Louisiana Museum Foundation 

Based in our New Orleans office on historic Jackson Square 

(Parking provided) 

 

POSITION SUMMARY:  This is a regular, full-time exempt position for the purpose of raising 

funds for the Louisiana Museum Foundation, hereafter referred to as the organization, to further 

the organization’s mission of bringing history to life through support of the museums and 

collections of the Louisiana State Museum system. The position encompasses all aspects of a one-

person development office, including all the responsibilities and duties listed below and any other 

tasks or functions the Executive Director may assign. 

RESPONSIBILITIES:  As directed by the Executive Director, who also serves as the 

Development Director, duties of the position include: 

 Donor research, identification, cultivation, solicitation and recognition 

 Grants, solicitations and proposal writing and follow up for various initiatives, including 

for corporate underwriting and in-kind gifts 

 Create and maintain a grants/proposal/major gifts prospects database, filing and tracking 

system, and an annual calendar of submission deadlines 

 Set up prospect calls/meetings and prepare and compile back up materials 

 Write acknowledgement letters and refresh content annually for recurring 

campaigns/activities 

 Oversee, manage and secure fundraising event/campaign sponsorship solicitation and 

recognition fulfillment 

 Create and implement strategies to attract memberships, annual giving and special gifts 

 In collaboration with the Executive Director and other pertinent staff/contractors, create 

and implement donor programming and outreach to grow and retain donor support, 

including programming and events to attract and engage current and future 

members/donors, such as Gallery Talks and Tours, study tour field trips, and other 

functions and events 

 Create and maintain organizational background information, membership, events and 

public outreach marketing and response materials, and work with pertinent 

fundraising/communications contractors such as for grants/proposals, newsletters, 

website, social media, press releases/advisories and dissemination 

 Prepare and maintain donor, campaign and fundraising reports 

 Create agendas, minutes/notes and task lists for committee and other pertinent meetings 

 Create and maintain events and campaign timelines 

 Attend and staff pertinent organizational meetings, special events, and other functions 

 Other duties as assigned (The Louisiana Museum Foundation believes that each 

employee makes a significant contribution to the success of the organization; that 

contribution should not be limited by the work identified assigned tasks, and overall 

responsibilities. Each employee is expected to offer his/her talents, expertise, and services 

whenever necessary to ensure the achievement of organization goals.) 

REQUIREMENTS: 

 Fascination with and deep interest in Louisiana history and culture, love of museums and 

the French Quarter 

 Bachelor’s degree from an accredited university or college 



 Excellent writing and research skills 

 Excellent Windows-based computer skills and proficiency in MS Word, Excel and 

PowerPoint 

 Prior donor or other database experience or ability to learn basic database functions 

 Knowledge of desktop publishing/social media/website applications or ability to interface 

with those who provide such services 

 Capable of self-supervision, ability to think creatively, make sound judgments, and 

maintain the organization’s confidentiality 

 Ability to handle and prioritize multiple conflicting requests/tasks in a fast-paced 

environment, and be extremely flexible and willing to do all that is needed in the best 

interest of the organization as directed by the Executive Director 

 Detail oriented, well organized, efficient, conscientious and energetic, with professional 

social interaction skills and ability to motivate others to provide needed information 

 Ability to be a team player, but also work independently 

 Able and willing to work occasional evenings and weekends 

 Must be eager and willing to learn as the need arises 

 Must have own car, current driver’s license and current auto insurance at all times 

SALARY RANGE:  $30,000 - $40,000 annually, depending on candidate's experience.  Salary 

growth potential. 

 

Initial review of applications will continue until the position is filled. Please email cover letter and 

resume to grants@thelmf.org. Please do not call or drop in. Interviews will be done by appointment 

only. Office hours: 8:30am-4:30pm 

 

PHYSICAL REQUIREMNTS: 

 Must be able to lift up a minimum of 25 pounds, sit for prolonged periods at a desk and 

stand for prolong periods at events. Job also entails extensive walking around downtown 

New Orleans to perform certain job functions. 

General Comments:  This description is intended to describe the essential job functions and their 

requirements. It is not an exhaustive list of all duties, responsibilities, and/or requirements of the 

position. Other functions may be assigned and management retains the right to add to or revise this 

job description at any time, with or without prior notice. Employment is at-will and this job 

description does not imply an employment contract. 

About the Organization: The Louisiana Museum Foundation was founded in 1981 to preserve, 

present and promote Louisiana's rich history and culture through the provision of support and 

services for the museums and collections of the Louisiana State Museum system. While the system 

is statewide, our work focuses on the Cabildo, Presbytere, New Orleans Jazz Museum at the Old 

U.S. Mint, Madame John's Legacy, the 1850 House, and the artifacts and countless treasures in the 

Museum's collections and archives. We also bring history to life and make history happen through 

events and innovative programming, such as period costume balls, exhibition openings, historic 

theatrical performances and reenactments, and engaging field trips for members and the public. 


