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Position Title : Director of Development 
 
Organization : Buffalo Prep 
 
AFP-WNY Post Date : 9/4/2019 
 

Deadline to Apply: 9/13/2019 
 
SUMMARY 
Buffalo Prep, an inspiring and effective nonprofit educational organization, seeks a creative and 
energetic Director of Development to support its expanding education programs that provide 
critical educational enhancement to nearly 650 students and alumni annually. 
 
The Organization 
Buffalo Prep’s mission is to provide access and preparation for talented underrepresented youth to 
achieve success in college preparatory high schools and higher education. Buffalo Prep is not a 
school, but rather, a dedicated organization that works with private, public, and charter high 
schools to help disadvantaged youth take advantage of a first-rate college preparatory education. 
Since its founding in 1989, Buffalo Prep has been helping to close the achievement gap for 
Western New York kids who are bright, talented, but economically disadvantaged. Prep nurture the 
dreamer, the leader, the activist, and the scholar in every student, while strengthening the diversity 
of its partner schools. For more information about Buffalo Prep, please visit our website at 
buffaloprep.com. 
 
The Position 
The Director of Development position is a key team member in the dynamic and successful 
organization, which reaches students throughout Western New York. He/she will report to the 
Executive Director and work closely with the Director of Community Relations and the other 
members of the staff to raise just under $1.7 million in the 2019-2020 fiscal year. In addition, this 
position collaborates closely with Buffalo Prep’s extremely active volunteer base that serves as 
ambassadors throughout the community to advocate for education and raise essential funds for 
its programs.  
 
Buffalo Prep seeks an entrepreneurial individual eager to be part of an organization that is having a 
meaningful impact on educational outcomes. The selected candidate will have leadership qualities 
and the ability to work collaboratively across the entire organization. This position will work as part 
of a small administrative team that includes an Executive Director, Assistant Director, Director of 
Community Relations, Manager of Program Operations, Program Associate and the Program 
Directors and staff. The ideal candidate for this position will be a creative individual that can work 
both independently and as part of a team. He/She will be a quick study of Buffalo Prep’s growing 
successes and future opportunities. They will possess the ability to understand long-term strategic 
goals while creating near-term strategies for tactical execution. They will have exceptional 
communication and writing skills, demonstrate interpersonal judgment, and have the desire to be a 
part of Buffalo Prep’s extraordinary team. Finally, the successful candidate will have a can-do 
attitude and a good sense of humor, ready to support both Prep’s staff and students as necessary 
in a fast paced environment. 
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SPECIFIC RESPONSIBILITIES 
The Director of Development will have responsibilities in both development and data management. 
Buffalo Prep’s current fundraising program includes: 

 A well-established Annual Fund; 

 Major gifts and grants (including individual gifts of $1,000 and up and foundation grants); 
writing, reporting and solicitations 

 Several new and growing programs including a burgeoning Business Council, young 
professional consortium, an Alumni giving program and a planned giving campaign; 

 A variety of popular and successful special events; and 
 A growing donor constituency. 

 
The Director of Development will have direct involvement in the following: 
Fundraising: 

 Develop and lead a comprehensive annual appeal program, including strategies to 
incorporate alumni groups, e-campaigns, giving societies, focus on new donors, and 
increasing average gift amounts. Support other mailings and solicitations as needed such 
as Business Council mailings, Board and Alumni mailings, etc.; Work with management 
team and marketing committee on theme and artistic concept; 

 Collaborate with and support senior staff and volunteers in the preparation for and 
execution of corporate, individual, major gift and grant solicitations and reporting; 

 Assist with managing volunteers, vendors and in-kind relationships for all special events 
and mailings; 

 Execute the development and management of all cultivation and revenue events including: 
 Prep in Action (six formal and numerous informal), Donor Recognition event, Prep for 

Dinner, Party for Prep, various reunions and the organization’s signature fundraising event; 
 Celebration of Achievement 
 Manage and support active volunteer fundraising committees via scheduling, preparation of 

materials and follow up; 
 Work closely with the Executive Director to develop fundraising strategies; 

 Serve as an active prospect identifier, targeting prospects for personal visits and moving 
annual donors through the donor pyramid into the next giving level. Make creative 
connections between and among people, events, programs, and their associated circles; 
and 

 Perform other duties as assigned. 
 
Data Management: 

 Analyze campaign and/or mailing outcomes and make recommendations for 
improvements; 

 Oversee the daily operation of the Advancement database (Donor Perfect), which tracks 
gift/financial and biographical information on alumni, friends, and donors; 

 Responsible for ensuring the accuracy and integrity of the data, including input and output, 
technology management, and end-user training and support; 

 Provides support to staff by assisting with creation of reports and mailing lists, developing 
and implementing policies and procedures; 
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 Coordinate and plan for future data conversions/upgrades as needed; 

 Develop and maintain efficient systems for data cleansing, data entry, gift processing, 
prospect research, and relationship management; 

 Oversee budgets, progress, deadlines, goals and objectives related to department and 
responsibilities; and 

 Perform other duties as assigned. 
 
SPECIFIC QUALIFICATIONS 

 Commitment to Buffalo Prep’s mission, passionate about philanthropy and knowledgeable 
about and interested in youth and education; 

 Bachelor's degree required and minimum five years of fundraising experience and 
experience in direct mail and managing a complex database; 

 Excellent skills in cultivating and stewarding donors and corporate partnerships. Astute at 
prospecting and donor research; 

 Experience in planning and executing special events; 
 Ability to work well and interface with volunteers and board members essential; 

 Advanced working knowledge of Donor Perfect. Skilled in Microsoft Word, Excel and 
PowerPoint; 

 Must possess knowledge of fundraising principles and practices and maintain a 
professional, polished demeanor; 

 Detail-oriented, with strong organizational, analytical, and planning skills; 

 Initiative and independence in carrying out responsibilities; 
 Excellent organization skills with an ability to prioritize and manage multiple tasks and a 

variety of demands; 
 Strong self-motivation and the ability to work as a team member; 
 Commitment to maintain confidentiality and a high degree of accuracy in alumni & donor 

records; 
 Must have reliable transportation; 
 Demonstrated excellent interpersonal, communication and presentation skills, both written 

and oral which transcend diverse audiences; and 
 Must be able to work evenings or Saturday as needed, additional hours during peak times or 

as required. 
 
Buffalo Prep will offer a competitive salary and benefits package commensurate with experience. 
 
Buffalo Prep seeks to hire staff personnel who reflect the diversity of the communities they serve. 
All positions are filled without regard to race, color, religion, sex, national origin, age, sexual 
orientation, gender identity or expression, disability, HIV/AIDS status, veteran status or any other 
characteristic protected by law. All are encouraged to apply. 
 
TO APPLY 
All applicants much submit a cover letter, resume and salary requirements for consideration by 
September 13, 2019. Applications should be directed to: 
Patti L. Stephen, Robert G. Wilmers Endowed Executive Director 
Buffalo Prep 
pattijac@buffalo.edu 


