Search for Support
Services
For 50 years, the Association of Fundraising Professionals (AFP) has been the standard-bearer for
professionalism in fundraising. AFP Global advances philanthropy through its 30,000 members in more
than 240 chapters throughout the world. With over 500 members, AFP Advancement Northwest is one
of the largest AFP chapters in the world. We support and further the careers of fundraising professionals.
Our Mission: Building leaders who fundraise to transform communities locally and across the world.
Our Vision: For our communities to be models of philanthropic impact.
Our Goals:
• Elevate the professionalism of fundraisers at all stages of their careers.
• Promote high ethical standards and build trust among donors.
• Preserve and enhance philanthropy and volunteerism.
• Serve as one powerful voice in confronting the pressing challenges facing the nonprofit sector.

Image Description: In a room set up with rows of people, one person holds a microphone and is speaking while the rest are
listening and appear to be in thought.

THE OPPORTUNITY
AFP Advancement Northwest (AdvNW) is seeking either an individual or management company to
fulfill our membership association management and support services needs. We will prioritize
applications submitted by Monday, July 19, 2021.
AdvNW’s Support Services role will collaborate with our all-volunteer Board of Directors and committees
that work on programming, membership, finance, governance, and DEIA (diversity, equity, inclusion, and
access). During a time when AdvNW is working on transforming both our internal culture and the
fundraising community to be more equitable and welcoming for all, we are looking for support that will
drive our work to be actively anti-racist with a strong focus on accessibility.
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STRATEGIC PRIORITIES
Fundraising is constantly evolving, and our all-volunteer board undertakes a strategic planning process
every few years. This act of renewal keeps us moving forward and ensures that our organization is
relevant and continues to serve our communities in the best way possible. In 2021, we have adopted a
Strategic Balanced Scorecard with a focus on the following pillars:
•

Fully integrate Diversity, Equity,
Inclusion and Access (DEIA) throughout
the organization by being more
inclusive, accessible, and welcoming.

•

Serve as a resource and convening
space in the industry for fundraising.

•

Offer programming that is responsive,
relevant, and accessible to all who work
in the fundraising field.

•

Create a sustainable organizational
structure and financial strategy.
Image Description: Three people appear to be having a serious discussion.

KEY PRIORITIES AND RESPONSIBILITIES
Values First Approach
• Progress AdvNW’s priority to integrate and reflect DEIA values in throughout the organization,
including in the budget, programming, and communications.
• Challenge the many forms of oppression (racism, sexism, heterosexism, ableism), with the
recognition that the creation and perpetuation of inequity has been baked into philanthropy.
• Lead with race (racial equity) while advancing frameworks, tools, and resources that can also be
applied to other areas of marginalization.
• Ensure programs, communication, and internal structures of AdvNW are accessible, with an
emphasis on to physical disabilities like low vision and hearing impairment.
Leadership and Collaboration
• Lead, support, guide, and drive the organization’s mission and strategic priorities as defined by the
Board of Directors.
• Communicate and collaborate effectively with the Board and volunteer-led committees.
• Provide, in a timely and accurate manner, all information necessary for the Board to make
informed decisions.
• Foster a healthy and collaborative organizational culture across the organization.
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Nonprofit Financial Management
• Collaborate with Board Treasurer to submit to the Board the annual budget, complete ongoing
bookkeeping entries, and populate monthly financial statements.
• Ability to manage and anticipate operating within the budget, seek out alternative resources when
needed to remain within budget, and speak to the financial status of the organization.
• Support annual processes of chapter renewal with AFP Global and completing AdvNW’s form 990.
• Support the fulfillment of sponsorship benefits, in collaboration with AdvNW committees.
Daily Operations and Event/Program Support
• Lead day-to-day operations and contacts with members and public, as well as association growth.
• Work with national organization (AFP Global), other AFP chapters, vendors, sponsors, and other
community organizations while maintaining up-to-date database records.
• Coordinate logistics, preparation, and execution of 12 board meetings, 6 leadership meetings,
2 member socials, and about 12 monthly programs per year, as well as two annual large-scale
events: our 2-day Annual Conference and National Philanthropy Day.
• Support and/or attend committee meetings as needed.
Marketing and Communications
• Create and implement an annual communications plan and calendar to support AdvNW.
• Produce and distribute the monthly newsletter, as well as e-mail blasts for information sharing as
directed by the Board and committees.
• Maintain organizational website and social media channels, tracking and reporting metrics.
• Ensure communication and promotions are reflective of, engaging to, and highlight the diverse
community that we are serving.

Advancement
Northwest is
building leaders
who fundraise to
transform
communities
locally and
across the world.
Image Description: Two people are facing each other. They appear to be having a
conversation and laughing.
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COMPETENCIES, SKILLS, AND QUALIFICATIONS
•

•

•

•

•

Ability to articulate your personal passion for
Advancement Northwest’s mission and
strategic priorities. Candidates with
experience in nonprofits and/or fundraising
are strongly encouraged to apply.
Strong commitment to and experience
prioritizing organization-wide diversity,
equity, inclusion, and access (DEIA) efforts,
including an understanding or lived
experience combating systemic racism and
ableism.
Experience with nonprofit financial
management, including overseeing budgets
and tracking outcomes for success.
Demonstrated experience running nonprofit
day-to-day operations and executing
nonprofit events and programming while
collaborating with a volunteer-led Board and
committees, with a focus on organizing and
planning, accountability, and communication
skills.
Ability to work with and/or learn new
technologies; experience with Little Green

•

•

•

•

•

Light, Google Drive, Constant Contact,
QuickBooks, and website/registration
management software preferred.
Strong commitment to and understanding of
ethics in fundraising, including familiarity
with trends and movements in the sector, like
community-centric fundraising.
Experience crafting and implementing
organizational communication strategies in a
collaborative environment.
Strong leadership skills in a diverse
environment. Ability to work effectively and
collaboratively with internal and external
stakeholders.
Experience working closely with a Board of
Directors and volunteer-led committees,
mobilizing them in their roles and leveraging
their strengths; experience with a national
membership organization is a plus.
Ideal qualities: detail-oriented, resilience,
teamwork, empathy, camaraderie, relational,
positive.

COMPENSATION AND WORK ENVIRONMENT
We anticipate that this will be a full-time position for an Executive Director and at least a 40-hour/week
contract for an independent management company. (Note: The first few months of the position will not
include the Marketing and Communications responsibilities. They will be added in December 2021.)
The anticipated salary or annual contract range for this role is $80,000 to $100,000. Other benefits will
depend on the nature of the contract (individual or management company) and are open to negotiation.
This role is located in Seattle, WA. While about 90% of this position is currently a remote position, the
other 10% will be required to be in-person at our approximately 10-20 events per year (when it is safe to
host in-person events). Support Services staff will report the full board with day-to-day line of
communication with the Board President. Performance will be evaluated on an ongoing basis.
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HOW TO APPLY
Please apply by submitting either your
resume and cover letter or your
contract bid via email to
danielcwebb1@gmail.com. In your
cover letter, please describe how your
professional and/or lived experiences
will contribute to our mission and
values through this role.
We strongly encourage applications
from individuals who identify as and
management companies who are led
by Black, Indigenous, or People of Color
(BIPOC), immigrants, women, people
Image Description: Three people are talking. The one in the center appears to
with disabilities, people who are gender
be explaining something while using hand gestures.
expansive, members of the LGBTQ+
community, and individuals with diverse cultural backgrounds and language abilities. AFP Advancement
Northwest is an equal opportunity employer committed to having a diverse staff, board, and volunteer
base reflective of the communities we serve and that enhances our abilities to create a vibrant
environment where all members of the AFP Advancement Northwest community thrive.
AFP Advancement Northwest is committed to providing a work environment free from discrimination and
harassment. Advancement Northwest does not discriminate on the basis of class, race, color, sex, marital
status, sexual orientation, gender identity, veteran status, political ideology, age, creed, religion, ancestry,
national origin, or the presence of any sensory, mental, or physical disability. Excepting any undue
hardship, AFP Advancement Northwest will provide reasonable accommodations upon request for
candidates taking part in all aspects of the selection process.
Questions may be directed to Daniel Webb (he/him), AFP Advancement NW’s Board President. Contact
Daniel by email at danielcwebb1@gmail.com.
We will prioritize applications submitted by Monday, July 19, 2021. The position/contract will be open
until filled. We are hoping to have this role filled by mid-August 2021.

