
South Burlington Library Foundation 

Capital Campaign Coordinator 
 PRIMARY RESPONSIBILITIES: 

The Capital Campaign Coordinator will support all officers and committees of the South Burlington Library 

Foundation (SBLF) in the development and implementation of a SBLF Capital Campaign. 

STATUS:  

Part-time, contract position 

  

PREFERRED EXPERIENCE: 

 Proven ability to market and raise the public profile of an organization to increase recognition, 
understanding of its mission, and community impact. 

 Excellent written and verbal communication skills; ability to maintain and encourage open 
communications with board, volunteers, and community. 

 Demonstrated ability to manage time, multiple tasks, and set priorities. 

 Familiarity with fundraising best practices, including individual and corporate donor processes. 

 Ability to use common desktop tools, such as Excel, Word, and other software. 

 Bachelor’s degree, or equivalent combination of education, experience, and training. 

 Experience working with capital campaigns a plus. 

KEY RESPONSIBILITIES: 

Fundraising Support 

 Create and manage donor information database. 

 Work with committees to oversee, identify, and develop comprehensive prospecting strategies for 
individual and corporate donors. 

 Develop donor thank you process and maintain pledge, donation, and communication 
documentation. 

 Work with committees to develop process for grant applications and all facets of documentation. 

 Coordinate donor appointments, follow-up steps with donors, and other necessary solicitation 
support to best utilize the connections and talents of board and committee members. 

 Provide oversight to ensure the success of special events.  

Marketing and Communications 

 Guide the development of an overall marketing campaign, offline and online channels. 

 Administer the creation, inventory and distribution of all collateral materials (print & digital). 

 Communicate goals, strategies, key messaging, and successes to internal and external 
audiences via offline and online platforms. 

 Support community outreach efforts during campaign. 



Financial Management 

 Work with Finance Committee to develop appropriate systems, procedures, and financial 
controls. 

 Coordinate with Finance Committee to develop and manage budget. 

 Prepare and administer monthly, quarterly, and annual operating and capital budget 
reports.                

Management and Operations 

 Ensure effective management of day-to-day operations. 

 Organize meetings; help create meeting agendas; take and maintain minutes. 

 Follow-up and support committee members on required actions. 

PERSONAL CHARACTERISTICS: 

 Results-driven; dedicated to shared and measurable goals for the common good 

 Ability to work independently; self-motivated 

 Great attention to detail 

 Strong decision-making skills 

 Effective listener, open-minded, and flexible 

 Energetic, passionate, and strongly committed to community 

 Excellent time management and priority-setting skills 

  
APPLICATION PROCESS: 
Interested candidates should submit a current resume and cover letter 
to SBTV.LBOT.Foundation@gmail.com by March 1, 2019. The cover letter should address comparable 
work experience, past successes, and a statement to convey an understanding of the value of libraries. 
 
Projected Hiring Timeline (subject to change) 
March 1                         Applications due 
March 8                         Select candidates contacted for interviews 
March 8 –22                  Interviews 
April 1                            Proposed start date 

 

CONTRACTOR RELATIONSHIP & CONDITIONS: 

 The Capital Campaign Coordinator (Contractor) is an independent contractor and not an 
employee of the SBLF. The Contractor shall not be entitled to, nor receive any benefit normally 
provided employees such as, but not limited to, workers compensation insurance, retirement, 
health care, sick days or vacation time. The SBLF shall not be responsible for withholding income 
or other taxes from the payments made to Contractor. Contractor shall be solely responsible for 
filing all returns and paying any income, social security or other tax levied upon or determined 
with respect to the payments made to Contractor pursuant to this Agreement. As required by the 
IRS, the SBLF will file a 1099-MISC. 

 The Contractor reports to the Foundation’s President or designee; collaborates with the 
Foundation officers, committees, and other volunteers as needed. 

 The Contractor shall provide own work space, phone, computer and other necessary equipment. 

 The hourly pay rate will be commensurate with experience, ranging from $25-$40 per hour. 

 The estimated number of hours are subject to change, but are projected as: 

mailto:SBTV.LBOT.Foundation@gmail.com


o Up to 20 hours per week through 6/30/19 
o Up to 12 hours per week 7/1/19 – 6/30/20 
o Up to 5 hours per week 7/1/20 – 6/30/21 

 Contractor is responsible for maintaining records, as needed, to document contract hours and 
reimbursable expenses; mileage is reimbursed at the current Federal rate. 

 Contractor will be expected to provide support to the volunteers conducting solicitations, but will 
not be asked to make solicitations as part of paid contract. 

 


