TIDEWATER
JEWISH
FOUNDATION

DONOR ENGAGEMENT and GRANT SPECIALIST

Supervisor: Vice President & COO
Supervisor Responsibility: None

Classification: Exempt, Full-Time
Working Conditions: Office environment

Help shape the future of the Tidewater Jewish community, one relationship and one grant at a time.

The Foundation is looking for a relationship-builder with a head for detail to manage our grant and
scholarship portfolios and serve as the trusted connection among donors, fund representatives, grantees,
and community partners. You’ll see how generosity becomes real impact, and you’ll help make

it happen.

WHY THIS ROLE MATTERS

You’ll work under the Vice President/Chief Operating Officer and alongside the President &amp; CEO
and our Development Strategist. You’ll have a real voice in setting priorities and carrying out strategic
initiatives that deepen both community impact and donor engagement.

WHAT YOU’LL DO

You’ll guide the Foundation’s grant and scholarship portfolios from start to finish, reach out to
prospective grantees, review applications, conduct due diligence, coordinate with committees, make
award recommendations, and report on results. Along the way, you’ll be the face of stewardship,
building and sustaining relationships with donors, fund representatives, grant recipients, and community
partners, and helping donors feel connected to the difference their gifts make.

Behind the scenes, you’ll keep things running smoothly: developing and maintaining fund agreements,
managing donor and grantee records in our CRM and online portal, and making sure charitable fund and
gift processes happen on time. You’ll also support our grant-making committees and affiliated boards by
preparing meeting materials and minutes, and you’ll collaborate with our marketing team to tell the
story of our impact to the wider community.

YOU MIGHT BE A GREAT FIT IF YOU

e Are warm, curious, and genuinely enjoy working with people
Are organized and dependable with deadlines, records, and process
Communicate clearly, in writing and in conversation
Care about the Jewish community and the power of philanthropy
Are comfortable with CRM and portal systems
Want a role where you can see the results of your work

WHY JOIN US

This is a chance to work at the center of Jewish philanthropy in Tidewater, with a small, collaborative
leadership team and direct access to the people setting the Foundation’s direction. Your work will help
secure the community’s future.



ABOUT TIDEWATER JEWISH FOUNDATION

The Tidewater Jewish Foundation (TJF), established in 1984, is a $200 million regional community
foundation serving the Jewish communities of Southeastern Virginia, primarily in Norfolk and Virginia
Beach. TJF manages and invests endowment funds for a range of local Jewish organizations, agencies
and synagogues. As the central philanthropic resource for the Tidewater Jewish community, TJF offers
expert guidance in charitable giving, legacy planning, and endowment management to donors, families,
and partner organizations. Through close collaboration with partner agencies, TJF helps ensure the long-
term sustainability of Jewish communal life.

QUALIFICATIONS

e Applicant should have a broad understanding of the history and aspirations of our community
and how the various community agencies and religious institutions interact.
A bachelor’s degree and at least three (3) years’ experience or a combination of education and
experience that demonstrates qualification for the position. Non-profit experience not required,
preferred.
Self-motivated and proactive. Proven planning/implementation skills. Ability to accept
responsibilities for task/projects while working independently with minimal supervision.
Superior attention to detail.
Exceptional organizational and communication skills, and demonstrated ability to compose
memos, correspondence, agreements, and other professional documents.
e Maintains strong, positive relationships with governing body representatives, donors, prospects
e and grantees/applicants.
e Technical Skills: Proficient use of Windows and MS Office (Word, Excel, PowerPoint), Adobe
e Acrobat and web-based applications.

SALARY:
$60,000 - $70,000 commensurate with experience

TO APPLY

Submit a cover letter, resume, and compensation expectations to resumes@tjfva.org. Review of
applications will begin immediately and continue until the position is filled. The Tidewater Jewish
Foundation is committed to providing equal employment opportunities to all qualified individuals without
regard to race, color, religion, national origin, age, sex, sexual orientation, gender identity, disability,
veteran status, or any other protected status under applicable law.
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