
Job Description 
Director of Development 

CHIP of South Hampton Roads 
 

General Description:  To develop and maintain the fundraising and public 
relations program of Children’s Health Investment Program of South Hampton 
Roads.  The position raises money for unrestricted use and for restricted projects 
from individuals, companies, community organizations and foundations.  The 
Director also raises awareness of the agency among donors and prospects, as well 
as the community at large.  The position reports to the President and CEO. 
 
Nature and Scope:  This position plans, implements, manages and evaluates all 
fundraising activities with the appropriate staff and committees of Children’s 
Health Investment Program.  He/she serves as a member of the Leadership Team.  
This is an exempt position. 
 
Responsibilities: 

1. Contributes to long-term fundraising, and public relations strategies and 
helps to identify priority needs for fundraising and public relations. 

2. In collaboration with the President and CEO, creates an annual 
Development Plan that outlines the year’s activities in special events, and 
capital, major gift and annual campaigns.  This plan includes specific 
fundraising goals, timelines, action steps and responsible staff. 

3. Coordinates and executes marketing efforts via all media outlets, including 
all social media platforms and websites. 

4. Researches and identifies funding sources, including individuals, 
corporations and foundations.  Builds and maintains the database and 
mailing list of prospects, donors and community contacts. 

5. Creates an annual individual contribution campaign, including both a 
general campaign and a major donors campaign by writing appeal letters 
and arranging for and managing its publication.  Potential donors will 
include all previous donors, volunteers and prospects identified through 
the Board of Directors or other networks. 

6. Coordinates with board members for annual major funding events, 
including public relations for such events. 

7. Writes proposals and letters to prospect.  Schedules and attends meetings 
with prospects withs and the President and CEO. 
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8. Coordinates with President and CEO to give presentations to various groups 
about CHIP. 

9. Works closely with President and CEO and reports progress and barriers to 
the execution of the plan on an ongoing basis.  Provides written updates to 
the President and CEO for inclusion in board materials.  Attends Board 
meetings at the request of the President and CEO. 

10.   Manages volunteers and develops opportunities to utilize volunteer 
service for the organization 

11.   Provides direct supervision to the Development Coordinator and mentors 
staff, volunteers and board members in fundraising. 
 

Qualifications: 
Bachelor’s degree with a minimum of three years fundraising experience.   
Strong and effective written and verbal communication skills.   
Ability and commitment to work with volunteers. 
Computer skills required.   

 

General Requirements: 
Ethical, transparent and mission-driven 
Self-directed, can work with minimal supervision 
Flexibility; ability to work outside of regular business hours as needed 
Willingness to use own mode of transportation 
Possesses a valid Virginia driver’s license 
Accepts all donor confidentiality. 
 

Compensation and Benefits:   A competitive salary with excellent paid time off 

and employer-sponsored health benefits/ vision/ dental/ life.    

 

How to apply:  If this sounds like the opportunity for you to serve our community, 

please send a cover letter, resume and salary history to: 

jane@jpsconsulting.net  
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