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Development, Sustainability, and Reporting Director  

Job Description 

Responsible to: Reports to the Executive Director. 

Scope of Work: The Director of Development, Sustainability, and Reporting is responsible for 

the organization's consistent achievement of its funding, grants management, donor 

development, and reporting objectives.  

Summary of Major and Essential Functions: Adhere to departmental goals, objectives, 

standards of performance, and policies and procedures. Ensure compliance with all policies and 

procedures and regulatory compliance. 

 

Duties and Responsibilities: 

In Funding Plan and Fundraising the Director will:  

1. Assure that the organization has a long-range funding strategy which is robust and 

diverse that ensures the organization can meet its financial objectives and have a 

reserve for growth and emergencies.  

2. Develop, conduct and evaluate all fundraising events for the organization. 

3. Promote active and broad participation by the board and volunteers in all areas of the 

organization's fundraising work.  

4. Maintain a working knowledge of significant developments and trends in the field.  

 

In Grants Acquisition and Grants Management the Director will:  

1. Conduct research and make recommendations for funding sources and markets to help 

achieve the financial goals of the organization 

2. Build relationships with Stakeholders, Grantors, and Partners to generate serial 

opportunities for funding  

3. Ensure that the organization develops strong proposals that are instrumental in getting 

the funding that the organization needs from philanthropic, private, and government 

sources 

4.  Ensure full compliance with all grant contracts and reporting requirements 

5. Provide required invoicing to efficiently manage grant cash flow 

6. Maintain official records and documents, and ensure compliance with all contractors, 

federal, state, and local grant record retention regulations.  

 

In Donor Development Services, the Director will: 

1. Provide leadership in developing programs to identify, build relationships, and recognize 

donors and sponsors for the organization.  

2. Publicize the activities of the organization, its programs and goals.  

3. Establish sound working relationships and cooperative arrangements with community 

groups and organizations.  

4. Represent the programs and point of view of the organization to agencies, organizations, 

and the public.  
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In Supervision, the Director will: 

1. Be Responsible for the training of the development team. 

2. Assigns and plans workload of the development team. 

3. Responsible for coaching, counseling, and ensuring quality of work output for direct 

reports. 

 

Job Requirements: 

1. Reliable automobile transportation, clean driving record, auto insurance and ability to 

drive long distances. 

2. Work flexible hours. 

3. Be able to use a phone, computer and other office equipment. 

4. Acquire immunizations as needed. 

5. Completion of organizational training curriculum as assigned. 

6. Participate in any training targeted towards increasing sensitivity to age, gender and 

racial/ethnic differences. 

7. Adhere to the We Are One United Ethics Policy. 

 The following skills are highly desirable: 

• Experience with Office Productivity, Financial, Management Information, and Evaluation 

Software. 

• Familiarity with government and non-profit sectors. 

• Bilingual (Spanish) skills. 

Employment: Full-time    

Status: Exempt    

Shift: Flexible   

Hours: 40 per week 

Salary: $65,000-$80,000, commensurate with experience and job performance  

The company is an Equal Opportunity Employer, drug free workplace, and complies with ADA 

regulations as applicable. 

Conditions of Employment: 

Applicants may be required to pass a pre-employment background investigation.  

 

Education: A Master’s or Bachelor’s Degree from an accredited college is desirable. A non-

accredited degree, vocational training, or closely related training and experience in the field 

may substitute for the required training or education.  

Experience: Five years’ experience within a governmental, nonprofit or private organization 

performing at least two of the following functions: collecting and organizing data, planning, 

research, analysis, reviewing and interpreting legislation, regulations and or programmatic best 

practices.  
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Note: This job description in no way states or implies that these are the only duties to be 

performed by the employee(s) incumbent in this position. Employees will be required to follow 

any other job-related instructions and to perform any other job-related duties requested by any 

person authorized to give instructions or assignments. All duties and responsibilities are 

essential functions and requirements and are subject to possible modification to reasonably 

accommodate individuals with disabilities. To perform this job successfully, the incumbents will 

possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements 

may exclude individuals who pose a direct threat or significant risk to the health or safety of 

themselves or others. The requirements listed in this document are the minimum levels of 

knowledge, skills, or abilities. This document does not create an employment contract, implied 

or otherwise, other than an “at will” relationship. 

How to Apply:  

Email resume and letter of interest to humanresources@weareoneunitedinnovation.org.  
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