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Position Description –Director of Development 

Position Summary: 
The Development Director works to enhance and support the overall mission of the organization by 
managing and implementing the organization’s development plan.  The position is responsible for 
planning, executing, controlling, and evaluating fundraising initiatives, public relations, education, and 
outreach activities for the foundation.  

Duties/Responsibilities: 

➢ Help Thrive Foundation donors accomplish their philanthropic goals through a relationship with
the organization

➢ Work with the Executive Director to identify and implement new programs and collaborative
ventures that would align with the foundation’s goals.

➢ Provide assistance to the Executive Director to support the implementation of new processes
and systems related to the development office.

➢ Assume the primary role for Thrive Foundations fund development activities including prospect
identification, grant writing, special events, and donor retention and acquisition strategies

➢ Identify, develop, and implement new campaigns that support the outreach initiatives of the
foundation.

➢ Organize and manage corporate sponsorships, major gifts, special projects and annual fund
appeals

➢ Write and edit grant and major gift proposals, correspondence and solicitations, and assist with
creating development collateral

➢ Manage intentional relationship-building activities from engagement to stewardship to enhance
the foundation’s presence, develop relationships, and increase funding opportunities in
preparation for annual growth and a future capital campaign

➢ Manage systems and software to track and cultivate donors and prospects, including our CRM
➢ Provide administrative support to the Executive Director to ensure necessary information is

compiled and reviewed with outside agencies and/or the board of directors.
➢ Analyze data to identify trends/opportunities, develop programs, and measure success

throughout the duration of the programs, making or recommending adjustments as necessary.
➢ Prepare press releases to announce important initiatives while ensuring appropriate details are

relayed to the media outlets.
➢ Work closely with the Executive Director to plan and carry out fundraising events, including an

annual event aimed at generating $250,000 in donations.

Job Title: Development Director Department: Development 

Reports To: Executive Director Pay Classification: Salary-Exempt 
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Competencies: 
➢ Excellent communication skills via email, phone, in-person and virtual with both the public and

internal staff.
➢ Strong computer skills and software management with proficiency in the use of Microsoft

Office.
➢ Ability to establish and maintain effective working relationships with others as well as

aid/provide customer service to the public.
➢ Able to contribute positively as part of a team, helping with various tasks as required.
➢ Excellent organizational skills with the ability to manage and prioritize multiple tasks and work

within tight deadlines, while maintaining disciplined focus on foundation’s goals and measurable
objectives.

➢ Ability to deal appropriately with sensitive and/or confidential information.

Education and Experience: 
➢ Bachelor’s degree in business administration, nonprofit administration, public administration, or

related field required.
➢ Bachelor's degree can be substituted with years of related experience.

➢ 2 - 4 years of experience in fundraising, event planning, customer relations management, and
related activities.

Licenses and Certifications: 

➢ This position does not require any licenses nor certifications.

Physical Requirements: 
The position of the Development Director spends most of the time indoors in an office setting sitting for 
extended periods of time, operating office equipment, and requiring hand-eye coordination with finger 
dexterity. The position does have the occasional requirement of lifting and carrying objects up to 50 
pounds with frequent walking, standing, bending, pulling/pushing.

Acknowledgement: 
The duties of this position may change on a temporary or regular basis according to the needs of the 
foundation and these changes may not specifically be included in this job description. This job 
description does not create an employment contract and employment is strictly at-will, unless otherwise 
agreed upon in writing by the Executive Director. 

Thrive Foundation is committed to providing equal employment opportunities. We will not discriminate 
against employees or applicants for employment on any legally recognized basis including, but not 
limited to: veteran status, race, color, religion, sex, marital status, national origin, physical or mental 
disability, age, political affiliation, or any other category protected by federal, state, or local law or 
ordinance. 




