
 Development 

 

The Chinatown Service Center (CSC) is a nonprofit organization that provides multilingual health and social 

services, employment training and counseling in the Greater Los Angeles area. For further information on CSC, 

Visit our web site at http://www.cscla.org  

Position:        
  

Development 

Open Date:     
  

September, 2018 
  

Closing Date:      Until filled  
 
 

Job Summary: 
 

The Development Manager’s role will be to seek new grant and outreach opportunities by contacting and 
developing relationships with potential clients and donors.  Communicate with clients and donors through 
platforms such as media, social media and public and agency events to cultivate strong relationships.  Attend 
functions to promote the center and provide feedback and information on social and creative trends. 
 

Duties & Responsibilities: 
 

 Identify leads from outreach events to promote and broaden the center exposure opportunities. 
 Contact potential donors through cold calls, emails, letters and social media. 
 Present our center to potential clients and donors at public events. 
 Identify clients and donors and suggest appropriate services. 
 Develop and maintain periodic newsletters and plans to increase client satisfaction and potential donors. 
 Build long-term trusting relationships with clients and donors. 
 Proactively develop new opportunities to expand the center’s services to the public. 
 Set up meetings or calls with media. 
 Enhance the center’s social media engagement by researching news, video and trends through all current social 

media platforms. 
 Report to the Chief Executive Officer on monthly results. 
 Stay up-to-date with social trends and new services. 
 Organize, attend and prepare monthly Board Meetings and minutes. 
 Other duties may apply to complete related results as needed. 
 Perform other duties as assigned. 

 

Qualifications: 
 

 Excellent verbal and written communication skills. 

 Able to multi-task, prioritize, and manage time effectively. 

 Strong knowledge and use of current social media platforms. 

 Self-motivated and self-directed. 

 Experienced at compiling and following strict budgets. 

 Bachelor’s degree in business, administration, or related field 

 Three to five years of previous experience in sales, management, customer service, finance, administration, or related 

field. 

 Proficient computer skills, Microsoft Office Suite (Word, PowerPoint, Outlook, and Excel) 

 Must be bilingual English and Chinese (Cantonese and/or Mandarin) required. 

http://www.cscla.org/
http://www.cscla.org/


 Development 

 
 

 Excellent communication skills in person and on the phone. 

 Available to work flexible hours, including evenings and weekends as needed. 
 

 

Please send your resume to: 

cschr@cscla.org 

Subject: Development Manager 
 

Chinatown Service Center is a nondiscrimination equal opportunity employer. 

Reasonable Accommodations are available upon request to individuals with disabilities. 

mailto:cschr@cscla.org

