
Director of Development 
 
The Keystone Group is a collaborative of nonprofit organizations.  We work together to develop our 
strengths, share resources and support each organization’s mission. 
 
The Director of Development is responsible to raise funds for The Keystone Group member 
organizations through grants and assorted fundraising activities and events; supports the development 
of a fundraising culture within all organizations.   
 
KEY RESPONSIBILITIES 
 
Develop and meet yearly fundraising goals.   
 
Work to obtain grant funding for key projects. Manage all phases of the grant cycle, from conceptual 
development through successful closure:  
 

 Develop and write grant proposals to foundations, government agencies and other funding 
organizations, persuasively communicating TKG member agencies’ missions and making the case 
for support 

 Develop annual grant plan and calendar 

 Maintain calendar and tracking system to ensure timely submission of letters of inquiry, 
proposal deadlines and reports 

 Conduct research to determine the suitability of funding opportunities 

 Collaborate with diverse departments in conceptualization and in tracking progress towards 
successful completion of grant activities 

 Prioritize projects to keep multiple projects moving in a timely manner, meet deadlines and 
manage supplemental material required for proposals 

 Develop and manage grant-related relationships 

 Maintain all required documentation 

 Maintain internal reports on grant progress 

EDUCATIONAL REQUIREMENTS 
Bachelor’s degree in a related field.  
 
EXPERIENCE /QUALIFICATIONS 
Three year of nonprofit experience and experience with donor management systems preferred.     
 
SUBSTITUTION 
Any equivalent combination of education and experience 
 
KEY COMPETENCIES 

 Excellent writing skills.  

 Strong organizational abilities and attention to detail. 

 Excellent verbal, interpersonal and problem-solving skills. 

 Ability to maintain motivation and momentum towards long-range and short range goals. 

 Ability to collaborate and manage multiple projects on deadline.  

 Competent in Microsoft word, basic excel, online research and use of social media.  



 Knowledge of and supports The Keystone Group mission, vision, value statements, standards, 
policies and procedures, operating instructions, confidentiality standards, and the code of 
ethical behavior. 

 Completes work within authorized time to assure compliance with departmental priorities and 
standards. 

 Ability to adapt quickly to change, organize workload and develop and maintain cooperative 
working relationships. 

 Ability to maintain confidentiality on all information. 

 

 
To Apply 
Qualified candidates are encouraged to apply on-line at https://thekeystonegroupri.org/job-search.html 
 

https://thekeystonegroupri.org/job-search.html

