
San Diego Natural History Museum 
Assistant Director of Development 
 
Responsibilities include managing a portfolio of 85-100 donors and prospects, creating physical and 
digital donor stewardship content, and supporting the Institutional Advancement department. Must 
have superb writing skills and strong attention to detail. Donor database experience, such as Altru or 
Raiser’s Edge, is preferred. Experience with Microsoft Office software, including Outlook, Excel and 
Word is also required. This is a full-time position in the Institutional Advancement department and 
reports to the Senior Director of Development and Grants. 
 
Principal duties and responsibilities: 
 
1. Manage a portfolio of donors and prospects 

 Manages a portfolio (85-100) of individual, foundation and corporate donors and prospects. 

 Develops identification, cultivation, solicitation and stewardship strategies for new and current 
individual, foundation and corporate donors and prospects. 

 Researches prospects using Foundation Directory and other tools. 

 Plans and implements customized cultivation and stewardship activities for portfolio, including 
reporting, meetings, Museum tours and events, and other appropriate activities. 

 Writes LOIs, grant proposals, cover letters, prepares budgets, and compiles requested 
information to create complete solicitation packages. 

 Responsible for tracking, preparing and submitting grant solicitation and reporting 
requirements through mail, email and online channels. 

 Thanks donors in personal, thoughtful, and creative ways. 

 Tracks organizational funding priorities and keeps current on Museum strategic priorities and 
departmental programs. 

 Works closely with development officers to determine fundraising strategies for prospective 
donors.  

 Sends timely contact reports and gift alerts to Museum team.  

 Keeps physical and electronic donor files up to date. 

 Attends all development department hosted events. 

 Actively participates in department’s upcoming capital campaign activities.  
 
2. Create physical and electronic donor stewardship content 

 Drafts development gift thank you templates. 

 Develops Museum-wide stewardship materials for all donors and prospects. 

 Develops targeted stewardship materials for Museum’s work in Mexico. 

 Develops targeted stewardship materials for Live Oaks Society. 

 Creates annual endowment reports for donors. 

 Drafts other donor stewardship materials as assigned. 
 
3. Institutional Advancement general support 

 Actively participates in regular Museum and departmental meetings. 

 Performs other duties as assigned for the Institutional Advancement department. 
 



Qualifications:  

 Bachelor’s degree required. 

 Five years professional nonprofit fundraising experience, with experience soliciting current and 
prospective donors. 

 Excellent communication skills, both written and verbal, including the ability to present 
information in a variety of formats. 

 Demonstrated ability to resolve problems. 

 Ability to keep track of the overall picture while maintaining accuracy and attention to detail in 
a variety of situations. 

 Ability to work well independently and within a team environment. 

 Demonstrated organizational and time management skills. 

 Ability to complete projects accurately and completely within deadlines. 

 Experience with Microsoft Word, Excel, Outlook is required. 

 Experience with Raiser’s Edge, Altru or other constituent records management database 
systems is preferred. 

 
Please submit your resume, cover letter, and three writing samples to klee@sdnhm.org with the 
following subject: Development Application from (Insert Applicant Name). 

 


