
 

 
Position Description 

 
Position: Director of Development & Communications 
Supervisor: Executive Director 
Status:  Full time, exempt 
 
Summary: This position is a member of the Management Team and has primary responsibility for 
developing and implementing the agency’s development and communication plans which will align with 
the agency’s mission, vision, and strategic/long range plans. Salary range: $75,000-$85,000. 
 
Work Environment: Work will be performed in the office setting and community, during and outside 
regular business hours. 
 
Essential Job Functions: 

A. Development Planning: 
1. Work with the CEO and CFO to establish realistic financial goals and other metrics for 

evaluating the work of the Development Department  
2. Assess past performance and establish strategies and related tactics to achieve those goals, 

including  
o Direct mail 
o Grants 
o Major gifts 
o Events and sponsorships 
o Endowment 
o Planned giving 

3. Delegate responsibilities and provide supervision to department staff responsible for 
aspects of the plan 

o Authors all annual campaign strategies, including but not limited to, current giving 
plan, special events, sponsorship, corporate giving, planned giving, endowment, and 
meal assistance fund 

o Coordinates all special campaigns, recruits members, and is responsible for securing 
gifts and pursuing prospects 

 
B. Communications Planning: 

1. Develop an annual communications plan that includes goals and objectives for various 
constituencies as well as a schedule for regular publications, postings, and media contacts. 

2. Provide oversight and supervision to the Communications Specialist in fulfilling their role in 
relation to these overarching goals. 



 

3. Draft and/or approve press releases on sensitive issues; work with the CEO to draft talking 
points 

4. Include in the plan opportunities to engage the media to generate positive press coverage 
5. Serve as organizational spokesperson or support CEO in this role as the occasion dictates 

 
C. Major and Planned Gifts: 

1. Develop and nurture a portfolio of major donors and donor prospects 
2. Visit with donors one-on-one in person and with regular phone calls 
3. Create engagement and cultivation opportunities 
4. Provide regular communications on how gifts are put to work 
5. Organize meaningful recognition events or programs 
6. Prepare unique proposals and solicit donors for gift renewal, upgrade and special giving 

opportunities appropriate to the donor 
7. Work with the Development Committee of the Board to engage board support and leverage 

community connections 
 

D. Grants: 
1. Manage the organization’s active grant-seeking program 
2. Oversee the process by which the shared grant spreadsheet, assignments, and contact logs 

of grant contacts in DonorPerfect are regularly updated  
3. Include larger grants and funders in personal major gifts portfolio, taking charge personally 

of these grant requests and reports 

 
E. Bountiful Bowl: 

1. Establish a goal and fundraising strategy to take the annual Bountiful Bowl event to the next 
level 

2. Recruit new committee members to join existing members to help achieve those goals 
3. Serve as project manager for this event, establishing timelines and ‘to do lists’ for other staff 

and volunteers to implement 
4. Provide oversight and direction throughout to achieve the goals and vision for this event 

 
F. Database and Donor Services Oversight: 

1. Ensure the optimal use of database functionality to support development goals 
2. Work with staff to clarify processes and develop written guidelines for data entry in order to 

ensure database integrity and quality control 
3. Ensure compliance with operating standards, procedures, and outside regulatory 

requirements 

 
 

 

 

 

 



 

Qualifications: 

➢ Dedication to the mission of the agency 
➢ Bachelor’s degree from an accredited four-year college or university 
➢ 7 years’ experience in fundraising, grant writing, supervision, and working with volunteers 
➢ Experience supervising other fundraising professionals 
➢ Superior oral and written communications skills  
➢ Ability to manage workload, and supervise workload of others, while multi-tasking and 

managing multiple deadlines 
➢ Diligent attention to detail 
➢ Proactive and creative thinker. Ability to identify problems, define central issues, evaluate 

options and propose innovative solutions 
➢ Ability to maintain the confidentiality of agency, and client, information 
➢ Ability to effectively work with colleagues at various levels, contribute to a harmonious work 

atmosphere, display interest in assisting other employees 
➢ Must have skills to use office technologies; knowledge of Microsoft Word, Excel, and Outlook 

essential; knowledge of DonorPerfect and Publisher, and other technical tools 
➢ Must be able to be insured under the agency’s auto insurance policy 
➢ Must pass a state and federal criminal background check 

Physical Requirements: 

While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use 
hands to finger, handle, or feel objects, tools, controls or equipment; reach with hands and arms; climb 
stairs; balance; stoop, kneel, crouch or crawl; talk or hear; taste or smell. 

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by 
this job include close vision, distance vision, peripheral vision, color vision, and the ability to adjust 
focus. 

The physical demands described above are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodation may be made to 
enable individuals with disabilities to perform the essential functions. 

Other:  The statements contained in this job description reflect general details necessary to describe the 
principal functions of this job, the level of knowledge and skill typically required, and the scope of 
responsibility.  It should not be considered an all-inclusive listing of work requirements.  Individuals may 
perform other duties as assigned, including work in other functional areas to cover absences or relief, to 
equalize peak work periods or to otherwise balance the work load. 

 
 

______________________________________    ___________________________________________ 

Employee signature and date    Supervisor signature and date 

 


