
Job Description
Chief Development Officer

Background

The Wolf River Conservancy (WRC) is a nonprofit corporation organized in 1985. Its mission is
“dedicated to the protection and enhancement of the Wolf River corridor and watershed as a
sustainable natural resource”. Through the cooperation of landowners and the generosity of the
local community, the WRC has protected 18,500 acres of sensitive wetlands which provide
habitats for a variety of plants, trees, grasses and flowers and a rich wildlife population. Lands
have been protected by means of direct purchases, donations and conservation easements.

General Position Summary

The Chief Development Officer fosters a positive philanthropic environment within the Wolf
River Conservancy and assures that its culture, systems, and procedures support fundraising
activities and meet revenue goals. Leads staff and volunteers to institutionalize philanthropy
and development activities within the organization.  Plans, coordinates and ensures
implementation of strategies to attract, retain and upgrade donors and increase contributions to
support the WRC.

Leads development and maintenance of appropriate systems to support philanthropic goals
including, but not limited to, volunteer and donor management, research and cultivation, gift
processing and recognition.  Maintains accountability and compliance standards for donors and
funding sources.

Position Status Full-time

Reports to Executive Director

Essential Functions

1. Participates with the chief executive officer, staff and governing body to define the
organization’s mission and direction.

2. Identifies, cultivates, and solicits philanthropic support by developing and maintaining
relationships with corporations, foundations, individuals, political and other organizations.

3. Leads and manages the Conservancy’s comprehensive campaign which includes capital gifts
for Wolf River Greenway project, land acquisition goals, and ongoing operational support.

4. Manages donor programs including:  maintenance of current and prospective donor
information and records such as contacts, lists and files; development of strategies and
procedures to ensure proper acknowledgement, recognition and stewardship of donors;
initiation and coordination of donor contacts and communications; participation in
development of donor and promotional materials; evaluation of effectiveness of development
programs; preparation of proposals and reports.

5. Leads efforts and establishes priorities for achieving fundraising goals.
6. Plans, coordinates and manages all Conservancy fundraising events.
7. Supports the preparation of the annual budget and program projects, strategic planning,

annual development plan and goal evaluation.
8. Facilitates board member development activities by identifying board member roles in

fundraising, coordinating board member  development activities, and supporting and
assisting proper training.
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9. Helps develop a balanced funding mix of donor sources and solicitation programs tailored to
the needs of the organization that will enable it to attract, retain and motivate donors and
fundraising volunteers.

10. Helps establish performance measures, monitors results and helps the chief executive officer,
development committee(s) and board evaluate the effectiveness of the organization’s fund
development program.

11. Contributes to the annual report.
12. Coordinates all print and online membership materials and promotions, including annual

fund appeal and periodic membership campaigns.

13. Works to identify opportunities to maximize publicity and develop and maintain good public
relations with all forms of media.

14. Facilitates and directs  development staff  in various development and event activities.

15. Collaborates and coordinates all activities with appropriate staff as necessary to build team
effort and consensus and to help assure successful outcomes.

16. Maintains positive interaction with Conservancy staff, board and advisory council members.

17. Undertakes other duties as assigned.

Qualifications
Comprehensive management skills and experience are required including but not limited to
short and long-term planning, evaluation, directing and motivating staff, verbal and written
communication skills, marketing and financial management, values clarification, organizational
behavior and development, and governance.

The position requires demonstrated experience in managing and implementing a
comprehensive fundraising development program that produces charitable contributions.
Successful campaign experience is essential.  The individual is expected to be a highly competent
motivator of volunteers and staff – strong interpersonal and human relations skills are
important.  In addition, the individual must have computer and software expertise, including
knowledge of specialized development software for tracking donors, prospects, and volunteers.

Knowledge and experience in the following areas is required: the nature and dimensions of
philanthropy, ethics, motivations for giving and volunteering, research and cultivation practices,
standard fundraising techniques including face-to-face solicitation, major gifts, planned giving,
proposal writing, special events, telephone solicitation, and direct mail, and, development office
functions including gift processing, prospect and donor histories, and fundraising reporting.

The individual is expected to have demonstrated experience and confidence in asking people to
contribute time and money. Ability to maintain a high level of confidentiality is imperative.

The amount of knowledge required would typically be acquired in a bachelor’s degree and a
minimum of 7 years fundraising experience in a professional position. Membership in a
professional fundraising association is expected of a professional. Baseline certification in
fundraising, the CFRE (Certified Fund Raising Professional) is preferred.
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Physical Requirements*

● Standing and/or sitting for long periods of time.
● Continuous verbal communication, visual activity to effectively manage others.
● Continuous manual dexterity to type, operate a computer, operate a phone.
● Occasional reaching, lifting, pushing and/or pulling up to 50 pounds.
● Occasional outdoor work to visit properties where good physical condition, vision and

hearing are required to walk. Properties may or may not have developed trail systems
and can consist of steep terrain.

● Driving to sites requires use of a personal vehicle (Note: mileage reimbursed).
● Must be capable of working periodically in harsh environments as needed including, but

not limited to cold, damp conditions, hot humid conditions, exposure to hazardous
plants and animals such as poison ivy, venomous snakes, biting insects, and other
natural hazards

The above statements are intended to describe the general nature and level of work being
performed by the person assigned to this position. They are not to be construed as an exhaustive
list of all responsibilities, duties and skills required. All personnel may be required to perform duties
outside of their normal responsibilities from time to time, as needed.

Salary Range:

$90,000 - $97,500 and commensurate with experience.

Benefits:

● 401(k) and 401(k) company match up to 3%
● Health and Life Insurance
● 14 Paid Holidays
● Parental Leave
● Financial support for professional development

Work Hours:

While typical work hours are 9:00 am- 5:00 pm, Monday -Friday, employees must be willing to
handle flexible work hours including occasional work on nights and weekends. Employees are
able to work a “hybrid” ( physical and virtual  ) schedule.

To Apply:

Interested and qualified candidates may apply by submitting a resume and cover letter to
wrc@wolfriver.org by February 3, 2023. No phone inquiries, please. Cover letter should describe
why the candidate is interested in working for the Wolf River Conservancy and how their skills
and experience fit with the responsibilities for this role. Please provide (3) three professional
references.

mailto:wrc@wolfriver.org

