
 
 

ABFE Vice President of Membership and Development  
 

ABFE is a philanthropic partnership for Black communities.  Its’ mission is to promote effective and 

responsive philanthropy for Black communities and it currently has a membership of over 400 

foundation staff and trustee, donors and nonprofits in its network.  The ABFE Vice President of 

Membership and Development is the senior development officer for the organization, a member of 

ABFE’s senior management team. He/she is responsible for planning, directing and monitoring all 

activities related to ABFE’s membership including policy, recruitment and retention services, 

fundraising and development. Working closely with the ABFE President, he/she cultivates, maintains 

and expands ABFE funding support from private foundations, individuals, events and other sources.  

 

 Reports To:    ABFE President/CEO 

 Employment Status:   Exempt Employee, Full-Time 

 Supervises:    Director of Development, Director of    

      Membership, Membership and Development Assistant  

 Key Outside Relationships:  ABFE Funders, ABFE Members 

 Salary Range:   Competitive 

Region: Ability to work out of our New York City office is preferred  

 

Overall Leadership 

  

1. Provides executive leadership to ABFE’s relationships with its various external stakeholders, 

including donors and members.  

2. Creates and executes the resource/budget plan for the Membership and Development 

division. 

3. Oversees and provides leadership to directors in the Membership and Development division. 

4. Interacts closely with the Board of Trustees: presents at meetings and serves on several Board 

committees.  

  

Membership 

 

1. Working with the Director of Membership, provide oversight and direction to strategy for 

sustaining and growing ABFE’s comprehensive membership program.  

 

Development/Fundraising 

  

1. Working closely with the President and Board of Trustees, serve as ABFE’s chief advancement 

officer, managing and soliciting a portfolio of important individual and institutional donor 

relationships.  

2. Staff the President on his/her major gifts portfolio, making sure important background 

research is complete and that strategic asks are clear, all with the goal of achieving 

fundraising goals that support an aggressive strategic growth initiative. 

3. Working with the Director of Development, create strategy on growing a comprehensive 

philanthropy program, including an individual donor base, major gifts program, targeted 

special events, and an increase of corporate and foundation support. 

 



 
 

 

Connecting Leaders Fellowship (CLFP) Alumni Engagement 

  

1. Working with the Director of Program, provide oversight and leadership to the creation and 

implementation of a comprehensive alumni relations program to feed the annual giving 

program. 

  

Other Duties 

  

1. Other duties as assigned by the President & CEO. 

 

Qualifications & Requirements: 

 

1. Bachelor’s degree required; Masters preferred. 

2. Personal qualities of integrity, credibility, and a commitment to and passion for ABFE's mission. 

3. Commitment to racial justice and diversity, equity and inclusion. 

4. Minimum 7 years of nonprofit fundraising/development experience, preferably with a 

background in foundation and individual donor cultivation.  

5. Minimum 3 years of managing a fund development team. 

6. Computer literacy, with familiarity with fundraising database management preferred (Donor 

Perfect). 

7. Excellent verbal and written communication skills and comfort with public speaking. 

8. Experience with developing and managing budgets, and preparing financial reports and 

presentations. 

9. Ability to travel domestically 2-3 times per month. 

 

 

Interested parties should email a letter of interest and resume to ABFE at hiring@abfe.org.  You can 

learn more about ABFE at www.abfe.org.  

  

mailto:hiring@abfe.org
http://www.abfe.org/


 

Program Associate 

PRIMARY RESPONSIBILITIES: 

 

The ABFE Program Associate manages administrative details related to the organization’s ongoing 

programmatic and membership activities. The Program Associate is responsible for furthering the 

day-to-day tasks that advance programming department goals and services. The position is also 

responsible for supporting the implementation of activities of various projects across the 

organization, but primarily those managed by the Program Director and the Professional 

Development staff.  

Reports to:   Director of Programs 

Salary range:   $41-53,000.00/year 

Location:   East Coast (NY & D.C. areas preferred) 

ESSENTIAL FUNCTIONS: 

 

Program Support (40%): 

 Support timeline management and assist with meeting target deliverables on schedule. 

 Support coordination of special programming to support regional outreach and engagement 

efforts. 

 Draft social media posts, assist engagement strategy for special programming, coordinate ABFE 

website updates. 

 Support adding/sharing ABFE programming to affinity group and other philanthropic networks 

 Coordinate public information and distribution of program-related activities and messages 

through ABFE’s web announcements, email-blasts, blog posts; special event promotion; etc. 

 Support establishment & execution of evaluation vehicles for on-going assessment of programs 

(via Formsite; SurveyMonkey; etc.) 

 Support logistical event planning (meeting/event coordination; reservation management; meal 

orders.) 

 Periodic travel as needed (up to approximately 15 days per year). 

 Manage organizational calendar – update as needed. 

 Monitor website program contents and disseminate/monitor as needed. Alert appropriate staff 

of any changes, as needs arise. 

 

Office Administration (35%) 

 Coordinate travel, scheduling, meeting requests and calendar of program director and provide 

weekly reporting. 

 

 

 



 
  

 Provide meeting support including logistical set up, note taking and document preparation, 

 Process invoices, receipts and general expense items for programs (Director; Fellows; 

contractors; etc.), in partnership with Finance Department.  

 Supports program coordination for Connecting Leaders Fellowship Program (monthly calls; 

Summit; reception). 

 Supports program coordination of other programs developed by the Programs department 

(webinars; Black Social Change Funders Network; conferences/convenings; etc.) 

 

Database Entry (25%) 

 Support development and membership team to maintain detailed records of key organizational 

contacts in Donor Perfect and Constant Contact. 

 Create and update organizational contact reports and ensure consistency across Donor Perfect 

and Constant Contact.  

 Support other departments in database projects as needed. 

 

REQUIRED SKILLS and CHARACTERISTICS: 

 

 Personal qualities of integrity, credibility, and a commitment to and passion for ABFE’s mission 

 BA or equivalent education required 

 2-3 years of program administration and database management  

 Strong project coordination skills resulting in efficient, timely and accurate delivery.  

 Proficiency in general computer and web-based technology skills including word processing, 

database management, e-mail marketing systems 

 Moderate to advanced social media skills 

 Proficient in Microsoft Outlook tools (Outlook; Word; Excel; etc.)  

 Excellent verbal and written communication skills with exceptional attention to details. 

 Collaborative communicator with a strong team spirit.  

 Ability to demonstrate initiative for optimal organization benefit and outcomes.  

 

Other duties as assigned/needed. 

 

Interested parties should email a letter of interest and resume to ABFE at hiring@abfe.org.  You can 

learn more about ABFE at www.abfe.org.  

 

 

  

mailto:hiring@abfe.org
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ABFE Executive Assistant to the President 
 

After 5 years of growth, ABFE and its programs have reached a maturity that requires new 

investments in professional staff. ABFE’s President & CEO is a valued voice advocating for effective 

and responsive philanthropy in Black communities. Her responsibilities include leading the ABFE 

organization, identifying its mission and priorities, and satisfying the mandate given ABFE by its 

Board. Her work requires extensive travel throughout the country, meeting with key stakeholders 

acting in concert with ABFE’s mission.  

  

Reporting directly to the ABFE President & CEO, the Executive Assistant to the President provides 

executive support in a one-on-one working relationship. The Executive Assistant conserves the 

President's time and represents the president internally and externally, becoming a liaison between 

the President, key relationships, and ABFE staff. 

 

 Reports To:    ABFE President & CEO 

 Employment Status:   Exempt Employee, Part-Time Position 

 Supervises:    ––– 

Key Outside Relationships:  ABFE Board 

 Salary Range:   $25,000 - 35,000 

Region: Preference Washington, D.C. and New York (will consider 

virtual location) 

 

Duties and Responsibilities: 

 Arranges the President/CEO’s travel and meetings by developing itineraries and agendas, 

booking other transportation, arranging lodging and meeting accommodations; 

 Represents the President by reviewing correspondence, answering inquiries and meeting 

requests directed to the President; 

 Completes projects and special assignments as assigned by the President; 

 Updates job knowledge by reading professional publications pertinent to ABFE’s mission and 

activities, sharing important information with appropriate ABFE Departments; 

 Handles logistics of full Board and Board committee meetings and preparation of Board 

books. Acts as secretary in taking notes at Board meetings and prepares Board minutes; 

 Strong organizational skills that reflect ability to perform and prioritize multiple tasks 

seamlessly with excellent attention to detail; 

  Very strong interpersonal skills and the ability to build relationships with stakeholders, 

including staff, board members, external partners and donors; and 

 Demonstrated proactive approaches to problem solving with strong decision-making 

capability.  

 

Education and Experience Requirements: 

Personal qualities of integrity, credibility, and a commitment to and passion for ABFE's mission. 

 

 BA degree or equivalent required; 

 5+ years experience in a senior-level management position (i.e., second or third level 

supervision) with responsibility over multidisciplinary functions; 

 



 
 

 

 An in-depth understanding of the activities, priorities and decision-making processes 

employed by a range of philanthropic entities; 

 Demonstrated public speaking and writing skills in order to make presentations to internal 

and external audiences of varied backgrounds and disciplines; and 

 Demonstrated experience working in a highly collaborative environment where teamwork, 

collegiality and self-motivation were necessary for success. 

 

 

Interested parties should email a letter of interest and resume to ABFE at hiring@abfe.org.  You can 

learn more about ABFE at www.abfe.org.  
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