
Job Title:   Fund Development Lead/Gifts Officer 
Reports To:   Chief Executive Officer  
Status:  Exempt    
Grade:   5 
Work Location:        Fort Worth   
Last Update:           September 17, 2018           

______________________________________________________________________ 

The Fund Development Lead/Gifts Officer (FDLGO) is responsible for planning, directing and 

managing the duties for the Fund Development team. The Fund Development Lead/Gifts Officer 

supports the Chief Executive Officer (CEO) in expansion of the council’s revenue base through 

enhanced adult generated fundraising, other public support, to raise public awareness of Girl 

Scouts; and in the achievement of council fund development goals established by the Board of 

Directors through collaboration with the support of Council program. 

The Fund Development Lead/Gifts Officer must work effectively with board committees, task 

groups, volunteer committees, community groups, staff and the Board of Directors to ensure 

effective fund development for Girl Scouts of Texas Oklahoma Plains, Inc. The Fund Development 

Lead/Gifts Officer must also develop and maintain systems to ensure safety and quality in 

promoting the organizations while ensuring compliance with requirements of funding sources. 

Develop and oversee an effective comprehensive development program for contributed and in-

kind resources for the council.  Additionally, responsible for grant writing and United Way 

proposals. 

The Fund Development Lead/Gifts Officer will consistently exercise discretion and judgment with 

respect to matters of significance. This job is not routine, clerical or administrative in nature. 

 

MAJOR ACCOUNTABILITIES: 

In partnership with the Chief Executive Officer and Board of Directors, this position is responsible 

for development and execution of the overall fund development strategy of the council. The 

purpose is to build and manage relationships with prospects and donors and raise financial 

support for the council.  Accountabilities include; driving and leading a team to Identify, cultivate, 

solicit, steward and maintain a portfolio of at least 150 major donors/prospects with a capacity to 

give $5,000-$1,000,000; work with prospects on a monthly basis while personally visiting 15 to 

18 prospects each month; identify major gift prospects, including planned gifts and identify 

opportunities with foundation and corporate prospects; Proficient use of Donor Perfect, to 

research historical records and communication with donors and prospects, and to document new 

actions and proposals; conduct ongoing stewardship activities to further enhance the relationship 

between donors and Council; oversee and develop and manage annual travel and expense 

budget. 

                                                                                                                                                                 

 
 
 



Job Duties and Responsibilities: 
 

 
1. Develop and implement an integrated, comprehensive and balanced fund development 

program that meets annual and long-term fundraising goals. Proven experience in strategic 
planning, analysis and budgeting. 
 
 

2. Develop and manage strategies to increase donations from individuals through multiple 
means, including but not limited to planned giving, alumnae and major gifts. 
 

3. Work in partnership with the Fund Development Committee and Board chair to ensure 
effective support and fund development resources and to engage the board in donor 
stewardship and cultivation. 
 

4. Develop a positive climate for fundraising within the organization through presentations to 
staff, volunteers and the community while working with a fundraising committee of 
volunteers and where appropriate, fundraising consultants. 
 

5. Create and implement annual plans for fund development, including the marketing of events 
and activities of the department; 
 

6. Develop and oversee major gifts program, focusing on methodical development of donor 
relations and recognition; 
 

7. Researches, evaluates and submits government, foundation and other grant opportunities 
based on the criteria of available resources and strategic alignment with council goals and 
potential for success. 

 

8. Develops and recommends appropriate strategies and evaluation mechanisms for grant 
funded programs. 

 

9. Work with United Ways and other grant funded programs ensuring preparation of proposals 
and evaluation reports; 

 

10. Oversee implementation of fundraising events. 
 

11. Develop and monitor operating budget for the fund development department to ensure cost 
effectiveness; 

 

12. Represent the council in its various communities, developing positive relationships with 
current and prospective individual and corporate donors. 
 

13. In partnership with the mission delivery, property and finance departments, oversee 
research and writing of grant proposals and corporate solicitations for funding. 
 



 
 
 
SKILLS/QUALIFICATIONS:  
 
1. Bachelor's degree required. Ten (10) years of professional experience in fund-raising, sales 
or related profession required. CFRE/AFP Certification preferred but not required 
 
2. Highly organized with the ability to take direction and handle multiple tasks in a rapid-paced 
environment required.  
 
3. The ability to work under pressure and meet deadlines and fund-raising goals required.  
 
4. Proven ability to work well with diverse groups; excellent oral, written and interpersonal 
communication skills required.  
 
5. Ability to work a flexible schedule including travel, nights and weekends. Evening and 

weekend events, significant local travel and some out of state travel is required. 

6. A satisfactory driving record, a valid driver's license and a reliable personal vehicle required. 
 
7. Advanced degree preferred; 3-5 years of success in fund-raising at a major gifts level, 
preferably in nonprofit environment preferred.  
 
8. Experience with Donor Perfect; management/supervision experience preferred.  
 
9. In partnership with the council’s mission delivery and finance departments, oversee research 
and writing of grant proposals and corporate solicitations for funding. 
 
10. Membership in Girl Scouts of the USA (GSUSA); Must demonstrate commitment to the 
mission and goals of Girl Scouting including the Girl Scouts Promise and Law. 
 
11. Must be willing to work with all persons without regard to race, religion, ethnic origin, socio-

economic status, sexual orientation, or disability. Adhere to the Council’s Affirmative Action 

Policy, which ensure that there will be no discrimination on the basis of race, color, ethnicity, 

sex, national origin, socioeconomic status, disability, sexual orientation or age. 

 
12. Proven ability to lead a team to success and foster a culture of accountability, inclusiveness, 

teamwork and collaboration with others; experience implementing and managing performance 

measurements to achieve success. 

13. Proven ability to work with volunteers, community leaders, organizations, and businesses to 

advocate and promote the value and mission of the organization. 

 

14. Proven experience in strategic planning, analysis and budgeting. 

 

15. Must complete and pass a criminal background check. 



CORE COMPETENCIES 

Honest and Fair 
Friendly and Helpful 
Considerate and Caring 
Courageous and Strong 
Responsible for What I Say and Do 
Respect Myself and Others 
Respect Authority  
Use Resources Wisely 
Make the World a Better Place 
 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 

• The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this position. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions.  

 

• While performing the duties of this position, the employee is regularly required to speak 

or hear. The employee frequently is required to use hands or fingers, handle or feel 

objects, tools or controls.  The employee is occasionally required to stand; walk; sit; 

reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl, work in an 

office environment, work in a seated position, and work with computers. 
 

• The employee must be able to drive and have a valid driver’s license.  The employee 

must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by 

this position include close vision, distance vision, color vision, peripheral vision, and the 

ability to adjust focus.  The noise level in the work environment is usually moderate.   

I have read and understand the above position description. 

 

_________________________________________  __________________________ 

Signed        Date 

_____________________________________________________ 

Print Name 

 


