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Job Description  
 
Position Title: Vice President of Philanthropy 
       
Department: Development and Donor Relations 
 
Reports To: SVP – Chief Impact Officer 
  
Position Status: Exempt; Full-Time / Oahu Based Date:   September 2022 
______________________________________________________________________________ 
 
HCF’s Collaboration Philosophy  
At the Hawai’i Community Foundation (HCF), we believe that an organization’s team as a 
“whole is greater than the sum of its parts” (Aristotle).  To us, this means that we are 
committed to be a collaborative ‘ohana (family) that lives and actionizes our mission, 
respects, and cares for each other, and innovates and learns together.  We understand that 
we must rely upon all our individual strengths as we partner to provide excellent value and 
achieve effective results for our generous donors, community partners, and all of Hawai’i’s 
people.  We are excitedly looking forward to enhancing our team with the addition of a Vice 
President of Philanthropy (VP-P).   
 
Position Summary 
Like all HCF team members and volunteers, the VP-P exudes the heart and passion for 
HCF’s mission: to inspire generosity, advocate for equity, forge connections, and invest in 
the community to create a better Hawai’i.  Specifically, the VP-P’s role is to lead the design 
and implementation of an innovative, collaborative, and comprehensive philanthropic 
giving program in support of HCF’s community impact goals, strategic initiatives, and 
critical issue efforts.  The VP-P is accountable for individual and program fundraising-
related goals and the management of critical issue solution efforts.  In addition, the VP-P 
will oversee the Development, Donor Relations, and Legacy & Planned Giving teams with a 
collaborative leadership style.  The VP-P will also serve in a key role as the SVP-CIO’s 
sounding board for external facing development strategy and decisions.  Finally, the VP-P 
will be a member of HCF’s Executive Leadership Team (ELT), collectively responsible for 
the success of the organization.   
 
Essential Position Responsibilities  
Key responsibilities fall within primary areas of focus and are as follows.   
 
Lead the Implementation of an Innovative Philanthropic Giving Program  

• Create and execute upon an industry pioneering philanthropic giving program 
resulting in a robust and sustainable pipeline of prospective donors for HCF 
(including major, principal, legacy, and planned gifts) and assure the program’s 
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strategies and goals support HCF’s community impact goals and align with 
philanthropic industry best practices  

• Develop and implement the expansion of HCF’s philanthropic giving program to the 
annual gifts level   

• Institute a next level prospect and proposal management system that supports the 
industry pioneering philanthropic giving program, aligned productivity 
measurements, and reporting 

• Institute a prospect and proposal management system that acknowledges and 
supports diversity, equity, and inclusive practices 

• Implement appropriate donor-related practices, protocols, and tools that reaffirm 
our culture of appreciation and desire to show impact to include relevant and timely 
reporting processes for major, principal, legacy, and planned gift donors.   

• Keep apprised of the efforts of the international, national, and local philanthropic 
sector through building key networks and relationships including active 
participation and leadership in the sector  

 
Drive a Prospect Portfolio of Principal and Legacy Gifts Prospective Donors  

• Lead the effort to secure funding resources for all of HCF’s community and 
initiatives strategies in partnership with the CEO & President, the Senior Vice 
President – Chief Impact Officer and Vice President of Community Grants and 
Initiatives  

• Manage an individual portfolio of principal, legacy, and planned gift prospective 
donors and be accountable to timely and proactively moving the prospective donors 
through the development cycle of discovery, engagement, solicitation, and 
stewardship  

• Support the CEO & President on the management of his portfolio of principal and 
legacy gift prospective donors and assure timely movement of prospective donors 
through the development cycle  

 
Strengthen the Growth and Expansion of Donor Relations and Communications in the 
Development Cycle 
• Provide strategic oversight and development of donor relations 

communications and identified levels of reach criteria to support the growth 
and expansion of HCF’s philanthropic giving programs  

• Provide strategic oversight of operational technological support to manage 
alignment of systems and department needs 

• Engage, develop, and create communication materials and collateral with the 
VP. Strategic Communications in support of Philanthropic efforts 

 
Oversee the collective alignment of the Development, Donor Relations, and Legacy & Planned 
Giving Departments  

• Create and institute a strategic growth plan aligning and building upon the flow of 
processes to proactively position the departments to sustainably meet the growing 
needs effectively and efficiently. 

• Deliver a collaborative leadership style with team members of the Development, 
Donor Relations, and Legacy & Planned Giving departments in designing and 
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implementing philanthropic and critical issue strategies to achieve community 
results  

• Oversee departments’ workplans, philanthropic and critical issue strategies and 
implementation, operating budgets, and individual performance reviews and talent 
management strategies  

• Develop and maintain relevant departmental performance information to regularly 
report to both internal and external stakeholders  

 
Supervision and Mentorship 

• Supervise, mentor, and motivate top performance and accountability of the 
Development, Donor Relations, and Legacy and Planned Giving teams through 
shared, and clear communication of departmental and individual goals and 
objectives. 

• Ensures the management and supervision of staff responsible for the departmental 
functions is effectively and efficiently meeting the needs of the foundation in its 
continual growth. 

• Create and support a highly professional, outcome-oriented work environment 
aligning retention and strengthening of the team. 

Support to the CEO & President in External Development-Related Matters 
• Support the CEO & President in his vision and direction for HCF by being a proactive 

sounding board of external development strategies on the international, national, 
and local levels with prospective donors, donors, government officials, and business 
and nonprofit leaders 

• Represent HCF and the CEO & President at HCF-hosted and external events, 
meetings, and speaking engagements when the CEO & President is unable to attend 

 
Collaboratively Drive the Success of HCF  

• Demonstrate shared ownership in the overall (not only departmental) strategic 
goals, success, culture, and financial health of HCF in partnership with other ELT 
members  

• Exhibit strong leadership characteristics to build trust and inclusiveness with all 
HCF team members, engage in healthy conflict around ideas, create a work 
environment for the expression of opinions and to debate ideas. Committing to 
decisions with accountability to all with a focus on collective results is required.  

• Establish as a priority to attend all ELT and staff meetings, requested Board 
meetings, and staff-driven events  

• Support the CEO & President in his vision and direction for HCF by being a proactive 
sounding board of organizational direction, opportunities, overcoming challenges, 
managing risks, and problem-solving 

 
Other Responsibilities  

• Serve as the staff co-lead for the Board of Governors’ External Engagement 
Committee in partnership with the CEO & President and the Senior Vice President – 
Chief Impact Officer  
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• Develop, modify, and maintain appropriate policies, guidelines, or procedures to 
ensure all Development, Donor Relations, and Legacy & Planned Giving departments 
and Neighbor Island offices activities are timely, accurate, and efficient 

• Serve as a knowledgeable and collaborative representative of HCF in the 
community, with all clients, nonprofit partners, grant seekers, donors, Board 
members, and other HCF stakeholders   

• Demonstrate strong behaviors consistent with the HCF values (act with integrity, 
treat others with respect and compassion, believe in the power of partnerships, 
have fun, make a difference every day) and the HCF 3.0 Change Compass Points 
(achieve effective results, provide excellent customer service and value both 
internally and externally, collaborate, learn and improve, innovate and take risks, 
and focus on HCF’s community mission) 

• Perform other tasks as assigned 
 
Position Requirements 
HCF believes in ensuring that our team members can thrive in their positions.  Accordingly, 
the VP-P must possess the following knowledge, skills, abilities, experience, and education:  

• Bachelor’s degree required; Master’s preferred 
• Minimum 10 years of relevant fundraising and executive management experience 

required 
• Strong strategic foresight and ability to successfully move to action and 

operationalize required 
• Strong entrepreneurial spirit and dedication to building successful teams required 
• Strong contacts within the State of Hawaii community required 
• Knowledge of and extensive experience in the nonprofit fundraising field preferred 
• Demonstrated passion for the betterment of Hawaii and its people  
• Knowledge, sensitivity, and understanding of the history and complexities of 

Hawaii’s multicultural community  
• Capable of thriving in a highly collaborative and flexible organization with an 

appreciation and respect for colleagues of diverse backgrounds and perspectives 
and an enthusiasm to continually shift and evolve to meet the needs of the 
community, clients, and donors  

• Proven ability to recognize and balance competing interests, policy implications, 
and practical considerations within diverse groups of external and internal 
constituents to achieve effective outcomes  

• Exceptional interpersonal skills including the ability to communicate effectively 
with varied constituents including government officials, business and nonprofit 
leaders, and donors 

• Ability to be extremely discrete in working with sensitive or confidential 
information related to client and donor information, relationships, and funds 

• Excellent research, analytical, writing, presentation and organizational skills 
• Ability to manage time effectively and meet multiple deadlines  
• Ability to perform work with attention to detail and accuracy 
• Strong computer skills in Microsoft Word, Excel, Outlook, and PowerPoint 
• Knowledge in grant and donor management database systems preferred 
• Strong math skills to review and produce business reports  
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Work Environment, Physical, and Mental Demands 
• Works under regular office conditions with the ability to work remotely 
• General office hours are Monday through Friday, 8:00 am to 5:00 pm; extended 

work hours and flexibility per needs of the Foundation is required. 
• Required to travel as needed 
• Ability to operate general office equipment including computer, copier, printers, fax 

machine, etc. 
• Ability to lift, carry, push, pull, up to 25 lbs. of general office material or equipment  

 
This provides a general description of the common duties performed by a person in this 
position.  It does not include every possible duty an individual in this position may be asked 
to perform and is not all-encompassing.  Positions also may require “other duties as 
assigned” and such assignments are considered part of this position’s assignment.  This job 
description is provided as a general summary and does not constitute a contract for 
employment and does not in any way alter Hawai`i Community Foundation’s employment 
“at-will” relationship with any employee in this position. 
 
 

 
An Equal Opportunity Employer 

 
 
Salary Range: $145,000 - $160,000 
Apply at HCF Careers 

https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=7402c36b-3c2c-418a-813e-fe98c122d2da

