Candidate Resume Review
Development Coordinator

Candidate: Resume Reviewer: Date:

Pleaserate the candidate on a scale of 1-3 based on whether they hit our bar in each specific must-have:

3 =|deal 2 = Minimum 1=Unmet

NOTE: This resume review is used to identify 3 to 5 candidates who could be a great addition to the WITS team. The scores and comments on
these rubrics will help us determine who moves forward to the in-person interview phase.

Candidate profile: This position involves engaging with donors, coordinating development operations, managing

project timelines, preparing reports, and executing WITS signature events.

Comments/Examples/Evidence
Note 1-2 examples of what you identified for this
must-have in their resume and cover letter

Must-have 1-3
Ideals and minimums

Must-have #1: Event and Logistics Management
e Ideal: 1+ years’ experience with fundraising or donor events
in a nonprofit.
e Minimum: Familiarity with event planning or coordination
inan administrative setting.

Must-have #2: Administrative Support
e ldeal: Highly organized, canindependently manage project
timelines, meetings, task tracking, and follow-ups.
e Minimum: Some administrative or coordination experience
with clear examples of managing projects.

Must-have #3: Database Management
e Ideal: Worked in systems like Salesforce or other CRM
systems. Understands how development data supports
fundraising strategy and stewardship.
e Minimum: Some prior exposure to CRM tools and a
willingness to learn.

Must-have #4: Communication
e Ideal: Demonstrates excellent written and verbal
communication. Skilled at drafting meeting minutes,
managing stakeholder communication and working across
teams.
e Minimum: Strong communication skills and ability to
summarize discussion points.

Bilingual Spanish: Yes or No
Yes =3; No =1

Overall recommendation:




