
WESTMORELAND HUMAN OPPORTUNITIES, INC. 
POSITION DESCRIPTION 

 
 
 
               TITLE: Development Manager  
 
COMPONENT/DEPARTMENT: Conduct and Administration 
 
      CLASSIFICATION: Exempt, Full-time, Regular 
 
          REPORTS TO: Chief Executive Officer 
 
        DATE WRITTEN: March 24, 1993 (revised April 2021)  
 
     STARTING SALARY: 42,869/Year 
*************************************************************************** 
 
POSITION SUMMARY: 
 
Responsible for planning, developing, and marketing responsive to agency, 
community and county needs. 
 
RESPONSIBILITIES: 
 

1. Assists in obtaining, evaluating and utilizing pertinent 
programmatic information for WCA planning purposes. Build a 
development plan for WCA. 

 
2. Maintains a technical library of various publications, reports, 

bulletins, and other periodicals related to community partners and 
distributes same to agency staff, upon request   

 
 

3. Plans and insures the timely submission of properly executed 
proposals and sponsorship appeals to funding sources and 
corporations. 

 
4. Develops methods to assess and meet Human Service needs of low-

income residents of Westmoreland County; responds to Human Service 
problems by conducting needs assessments, formulating conclusions. 

 
 

5. Works with the Development team regarding marketing, planning, 
researching and developing proposals and sponsorships as well as 
implementation of approved projects including reporting procedures 
and monitoring methods. 

 
6. Collaborates with the Development Associate to create update, and 

oversee the distribution of agency brochures, flyers, annual 
report, and promotional materials. 

 



 
 

7. Assist with Donor management/cultivation including 
tracking/entering data in donor management system, and maintaining 
mailing lists. Develop a total marketing plan for the agency, which 
will fully include fundraising, public relations and planned giving.  

 
 

8. Assist with evaluating the impact of promotional materials, 
campaigns, and events. 

 
9. Assist with organizing community outreach and engagement 

activities.  
 

10. Assist the WCA website and social media. 
 
11. Assist with scheduling and attending community outreach/engagement 

events. 
 
 

12. Takes the lead in managing Capital Campaign, Planned giving and 
agency fundraising efforts as requested. 

 
13. Research topics and attend trainings which benefit WCA and 

Development Department staff. 
 

14. Maintain compliance with HIPAA regulations, in regard to accessing 
Protected Health Information, according to the Table of Access 
contained in the HIPAA Policy and Procedure Manual.  Employees’ 
access is on a “need to know” basis. 

 
15. Performs any and all other duties as assigned by the CEO. 

 
 
SCOPE AND IMPACT 
 
1. Primarily responsible for the planning and development of grants and 

proposals exceeding $15 million. 
 
2. Directly responsible for the coordination and compliance monitoring of 

all sub-contractors. 
 
EDUCATION, EXPERIENCE AND/OR SKILLS 
 
1. Bachelor's Degree in related field required. 
 
2. Minimum of three (3) years of experience in planning/grant writing 

required. 
 
3. Minimum of five (5) years of experience working with human services. 
 
4. Demonstrated ability to communicate effectively both orally and in 



writing required. 
 
5. One (1) year experience budgetary planning required. 
 
 
 
 
SIGNATURE ___________________________________________ DATE ___________ 
 
  
 * REQUIREMENTS NECESSARY TO SAFELY PERFORM THE ESSENTIAL          
FUNCTIONS OF THE POSITION OF MANAGER OF PLANNING 
 
 
Physical requirements - Push/pull, lift/move up to 10 pounds. 
 
Manual dexterity - Perform moderately difficult manipulation - typing, 
filing, writing. 
 
Coordination - Perform tasks which require foot and/or hand/eye coordination 
- driving a car, typing data entry. 
 
Mobility - walk, stand, and sit for prolonged periods of time, drive. 
 
Speech - Articulate with extreme accuracy - employee/client relations, phone 
contact. 
 
Vision - Read small print, drive a car. 
 
Hearing - Receive verbal instructions, answer phones, intercom, communicate 
with employees. 
 
Concentration - able to concentrate on fine detail with some interruption. 
 
Attention span - Able to attend to task function for more that 60 minutes. 
 
Conceptualization - Able to understand and relate to theories behind several 
related concepts. 
 
Memory - Able to remember multiple verbal and written task-assignments given 
at beginning of a period extending over long period of time. 
 
Environment Conditions - Indoor work. 
 


