
 
 
 

Fundraising/Development Professional:   
Annual Fund Director & External Communications Director 

 
March 2, 2017 

 
This position will create and implement a strategic fundraising plan to develop, sustain, and 
expand relationships with law firms and individual lawyers, corporations and corporate counsel, 
bar associations, foundations, and non-lawyer individuals. This fundraising, development, and 
communications staff person will work to establish long-range goals, strategies, and plans and 
policies to further the organization’s non-public source fundraising initiatives.  This staff person 
will also build the firm-wide communications strategic plan that will support both private and 
public development and fundraising. 
 
This position may be located in either of Legal Action’s Madison or Milwaukee office.  
Applicants should state their preference in their cover letter.   
 
This is a full-time position.   
 
Legal Action of Wisconsin, Inc. 
Legal Action of Wisconsin is a non-profit organization funded by the federal Legal Services 
Corporation, the Wisconsin Trust Account Foundation, and other sources.  Legal Action 
provides free legal aid to about 10,000 low-income persons annually in the southern 39 counties 
of Wisconsin with offices in Milwaukee, Madison, Racine, Oshkosh, Green Bay, and La Crosse.  
In addition, Legal Action operates a statewide farmworkers’ project.  Legal Action attorneys 
have expertise in a range of substantive areas, but the majority of our work is in the areas of 
housing, public benefits, removing barriers to employment, and family law. 
 
Essential Duties: 

1. Work with Legal Action’s Executive Director, Associate Executive Director, Chief 
Financial Officer, Director of Grants and Accounting, other management and staff, and 
board members to create a strategic and comprehensive plan that focuses on raising new 
funds from private sources (non-government) and on increasing fundraising from existing 
private sources, to include: law firms and lawyers; corporations and foundations; bar 
associations; workplace giving campaigns; and non-lawyer supporters.  
 

2. Implement the fundraising plan, including the identification and cultivation of potential 
donors; maintaining and improving existing donor relationships; identifying foundation 
grant opportunities and assisting in grant writing or otherwise securing them; and 
working with staff and volunteers from workplace giving campaigns. 
 

3. Collect and analyze metrics to measure effectiveness of the fundraising plan and 
campaigns, and track against the overall strategic goals. 

 



 
4. Assist the Chief Financial Officer, Supervisor of Accounting and Grants Reporting, 

Associate Executive Director, and other staff in managing all aspects of the private 
resource development including planning, database tracking, and recordkeeping and 
reporting as requested by our funders, donors, and rules and regulations.  Assure that 
ethical fundraising practices are understood and practiced by staff, board members, and 
volunteers.  
 

5. Working in collaboration with our Volunteer Lawyers Project, local stakeholders such as 
the Wisconsin Access to Justice Commission and others, and our national partners at 
Voices for Civil Justice, the National Legal Aid and Defender Association, the Legal 
Services Corporation, and the Management Information Exchange, create a strategic 
communications plan to raise and build Legal Action’s public profile and brand identity 
and to support public and private fundraising.   
 

6. Oversee and supervise the production of external communications materials in support of 
firm-wide development and fundraising and public relations efforts, including periodic 
(annual) reports, regular newsletters or information blasts, daily (and more) social media 
posts and other web content, paid or donated recognition ads, press releases to generate 
unpaid media coverage, direct communications with donors and potential donors, 
preparatory information for staff attorneys to participate in media opportunities, and facts 
about and successes of Legal Action. 
 

7. Other duties may be assigned from time to time. 
 
Qualifications/Experience: 

1. Minimum of five years related experience with annual fund drives, solicitation of 
individual and group donations, or equivalent combination of education and experience in 
similar work. 
 

2. Minimum of Bachelor’s degree required and Master’s degree preferred.   
 

3. Highly skilled and creative writer, including within social media, website content, and 
fundraising and public relations campaigns.   
 

4. Appreciation of the importance of civil legal aid and the civil justice system, commitment 
to Legal Action’s mission of equal justice for low-income people, and compassion for our 
clients.   
 

5. Ability to forge positive relationships and develop positive communication systems with 
contributors, donor prospects, and colleagues. 
 

6. Ability to work collaboratively yet independently. 
 

7. Creativity and ability to maximize the use of available resources. 
 



8. Working knowledge of Microsoft Suite (Word, Excel, and Power Point or other visual 
presentation software, e.g. Prezi) and online content management systems.  Knowledge 
of databases is helpful.   
 

9. Skilled in using multiple and emerging social media platforms and web site content 
development and driving traffic and trends to Legal Action and civil legal aid. 
 

10. Ability to effectively work in high-pressure situations that involve tight deadlines.  
 

11. Working knowledge of rules and regulations for solicitation of funds and tax implications 
of fundraising. 
 

12. Ability to travel through Legal Action’s service area frequently, and statewide and 
nationally occasionally.   

 
Salary: 
Starting salary will depend upon experience and qualifications.  The position will include a full 
fringe benefits package.  It currently includes:  fully paid health, dental, life, and long-term 
disability insurance; a retirement plan; and four weeks of annual leave per year.  The position is 
subject to a probationary period of up to one year.  The position is governed by the Legal Action 
of Wisconsin, Inc. Personnel Policies. These policies are subject to unilateral change by Legal 
Action’s Board of Directors.  As with any Legal Action position, there is no guaranteed period of 
employment and employment is “at will,” subject to termination at any time.   
 
How to Apply:   
Interested applicants should email the following materials to Deedee Peterson, Associate 
Executive Director, developmenthiring@legalaction.org 
 

1. A cover letter which describes past experience, qualifications, and abilities 
2. Resume  
3. Names of and contact information for three references 
4. Recent example(s) of writing  

 
Use PDF for all documents.  
 
Deadline to Apply: This position will be opened until filled, but we encourage applicants to 
submit their materials before Friday, March 17, 2017. 
 

Legal Action of Wisconsin, Inc. is an Equal Opportunity/Affirmative Action Employer 

mailto:developmenthiring@legalaction.org

