
 

 

is seeking a 

Director of Development 
 
Do you enjoy building relationships? Get energized by meeting and exceeding goals? 
Love connecting people, churches, and organizations to a very special place that makes 
a difference in the lives of others? If so, Paxton Ministries is the place for you! We are 
currently seeking a Director of Development (approximately 30 hours per week) to 
strengthen our relationships with donors, volunteers, and organizations in our 
community. We are a Christian nonprofit, providing help and housing to individuals 
challenged with poverty, mental illness and intellectual disabilities. Our staff members 
care deeply about providing a loving home for adults in need in the Harrisburg area.  
 
Responsibilities include planning, coordinating, and executing all development 
functions, including annual and capital campaigns and planned giving. A successful 
candidate must be able to develop effective strategies for fundraising and nurture 
relationships with existing and new donors. He/she will also provide overall direction 
and management of our volunteer program and supervise the Development Assistant 
and Volunteer Coordinator. A Bachelor’s Degree in Communications, Public Relations, 
Marketing, or other related field is preferred, along with experience leading and 
supervising a team. He/she must be able to set priorities and objectives, establish and 
follow a budget, and allocate resources. Experience communicating comfortably and 
professionally with people in both formal and informal settings is required.  
 
If you have a heart for working with adults with mental and emotional challenges, and 
are qualified for this position, please email your cover letter, resume, salary 
requirements, and application (found on our website 
www.paxtonmin.org/about/employment/ ) to Loretta Hartley at lhartley@paxtonmin.org 
to apply.  
 

EOE 

 

 



Job Description 

 

Title Director of Development  

Department Development 

Reports to: Executive Director  

Status Exempt   Position Status Part-Time (approximately 30 hours per week)  

 

Summary of Position 

The Director of Development is responsible for all fund-raising and donor relations, 
volunteer recruitment and retention, and the special events that support those principal 
duties.  The Director also serves as a resource for presenting Paxton Ministries’ vision, 
mission, and core values to the public, using those opportunities to enhance our 
relationships. 

Responsibilities 

  

1.  Plan, coordinate, and execute all development functions including annual and 
capital campaigns and planned giving. Understand the needs of Paxton Ministries 
and develop appropriate fund raising programs to address those needs by 
deepening the relationships with current donors and reaching new donors. Analyze 
giving trends and patterns so as to develop effective strategies for fundraising.  

2. Make regular visits and telephone calls to donors to build their relationship with 
Paxton Ministries. Coordinate visits with/for the Executive Director and/or board 
members as appropriate, documenting all calls and visits.  

3.  Plan, organize, and manage priorities and details so as to meet the annual 
fundraising goal.  

4.  Nurture and grow our major donors by visits, personalized correspondence, and 
multiple contacts throughout the year. Develop specific plans for connecting with 
the top 25 major donors.  

5.  Provide direction to the Communications Coordinator in fundraising themes for our 
written communications.  

6.  Work with the Executive Director to determine the priority of requests to 
foundations. Expand our reach to foundations and corporations not yet familiar with 
Paxton Ministries.  

7.  Educate the Paxton Ministries constituency on the benefits of planned giving and 
facilitate interested persons in estate planning.  

8.  Develop and nurture relationships with current or potential churches, civic groups, 
corporations, and foundations to financially support and/or volunteer here. Seek 
opportunities to present Paxton Ministries in the community.  



9.  Provide overall direction and management of the volunteer program, supervising 
the Volunteer Coordinator. Together with the Volunteer Coordinator, develop 
strategies for recruiting and retaining volunteers, assuring they have a good 
experience at Paxton. Thank volunteers appropriately.  

10.  Supervise the Development Assistant, assuring that the donor database is updated 
and proper receipts are accurate and timely. Become fluent in the use of our donor 
database, serving as a back-up to the Development Assistant for creating receipts 
and reports.  

11.  Provide oversight for planning, budgeting, promotion, and execution of special 
events, including Volunteer Appreciation Reception.  

12.  Recruit, hire, conduct performance reviews, and supervise Development staff. In 
consultation with Human Resources Coordinator, address all department related 
employee issues, up to, and including disciplinary actions and terminations.  

13.  Regularly attend and report to Development and Public Relations Committee 
meetings as requested.  

14.  Oversee Development budget and expenses that are directly controlled, assuring 
that expenses are kept within budget.  

15.  Assist the Executive Director with other tasks as requested.  
16.  Serve Paxton Ministries’ residents, staff and mission by being an active and 

contributing member of the Paxton Ministries community.  
17.  Perform weekend, evening and other duties as scheduled.  

 Flexible Work Schedule – some evenings and weekends are necessary to attend 
community events.  

 Weekend Duty: One Sunday every other month (10 hrs.) is required.  

 Holidays: Four holiday designated days for either Christmas or Thanksgiving 
must be worked every other year.  

 
Qualifications 
 
1.  Bachelor’s Degree in Communications, Public Relations, Marketing, or other related 

field is preferred. Consideration may be given to a candidate with a degree in 
another field who has a demonstrated knowledge and experience in donor relations 
and fundraising.  

2.  Experience or demonstrated skills in leading and supervising a team. This includes 
setting priorities and objectives, establishing and following a budget, allocating 
resources, and building teamwork within the department and across the 
organization.  

3.  Experience or demonstrated ability to communicate comfortably and professionally 
with people in many settings, both formal and informal.  

 
Special Position Requirements  
 
1.   Driving a vehicle for business purposes is necessary for this position. That requires 

that he/she have a valid driver’s license, an acceptable MVR upon hire, and must at 
all times meet the guidelines in the Personnel Manual for an acceptable driving 
record.      



Spiritual, Social, and Physical Requirements 

1.  This position requires a professed Christian with a heart for working with mentally 
and emotionally challenged adults in a Christian residential care setting.  

2.  The job requires a congenial and professional working relationship with 
others.  Must have strong rapport with all visitors, staff, residents, their families, and 
professionals.  

3.  Skills of perception, understanding and caring for people are essential.  He/she 
must    be patient, calm under pressure, and not easily provoked.  

4.  All staff are encouraged to attend and participate in picnics and special events. 
5.  Physical ability to accomplish the tasks associated with this position is 

essential.  Must frequently lift and/or move 20 pounds, occasionally assist with 
lifting up to 100 pounds.  Must be able to stand for periods of time, reach above and 
below, kneel, crouch, crawl, and stay generally active throughout the workday.       

 


