
Catholic Charities, Archdiocese of Denver 

Job Description 

Job Title: Chief Development Officer 

Department: Development & Marketing 

Reports To: President 
FLSA Status: Exempt 

 

SUMMARY 

Directs and coordinates activities for all fundraising, marketing, and communications functions. Responsible for 

developing and leading division programs, services, staff and resources to achieve goals. Prospects, develops, and 

interacts with high net worth donors in an effort to build and grow an engaged and supportive benefactor 

community. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Directs, coordinates and monitors activities of the Development & Marketing department to achieve goals. 

 Effective member of the Senior Leadership Team tasked with overseeing the overall health and success of 

the Agency. The team has a strong emphasis on positive culture, high energy, communication, 

collaboration, and problem solving. 

 Dedicated to learning, understanding, and promoting the Agency’s leadership model in all interactions. 

Committed to adhere to this model in all aspects of performing job responsibilities. The leadership themes: 

(1) Mission Alignment; (2) Driving Effective Change; (3) Building High Performing Teams; and (4) 

Building One Catholic Charities Identity. 

 Responsible for meeting revenue targets and managing budgets effectively. 

 Lead and develop a new major gift fundraising team to support the CDO in meeting donor objectives. 

Integrate this team with existing fundraising strategies including: events, campaigns and appeals, and 

online giving like Colorado Gives Day. Build and develop new fundraising initiatives for major gifts, 

corporate philanthropy, ecumenical partnership giving, and planned giving. 

 Oversee a very talented marketing and communications team that includes: marketing strategy, collateral 

development, internal and external communication, public relations, website and social media strategy and 

implementation, and branding. 

 Teams with CFO to manage day-to-day operations of donation processing, tracking and donor recognition 

to ensure accurate and timely handling. 

 Oversees communications to donors and prospective donors, including mass mailings, acknowledgments, 

and electronic/social media. 

 Oversees and coordinates the planning, development, and implementation of events, activities and 

associated activities that enhance or increase donations. 

 Directs new donor prospect identification and solicitation efforts. 

 Responsible for oversight of database records and files to ensure data is accurate and up-to-date. 

 Interacts with donors and prospective donors to cultivate, acknowledge and increase support. 

 Coordinates and produces a range of financial, budget, and ad hoc reports, proposals, and analyses for 

management. 

 Represents the Agency as appropriate on Board, management, civic and professional committees. 

 Carries out supervisory responsibilities in accordance with Agency’s values and policies, and applicable 

laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and 

directing work; appraising performance; rewarding and disciplining employees; addressing complaints and 

resolving problems. 

 

OTHER DUTIES AND RESPONSIBILITIES 

 Participates in staff trainings and programs as required. 

 Good steward of Agency human, financial and capital resources. 

 Regular and predictable attendance. 

 Maintains confidentiality of client and agency information. 

 Any other tasks or duties as assigned. 



SUPERVISORY RESPONSIBILITIES 

Directly supervises gift officers, marketing, communications, events and donations staff. 

 

QUALIFICATIONS 

 

 Demonstrated ability in successfully planning, organizing and directing the work of fundraising/ 

development staff to accomplish objectives 

 Demonstrable history of personal fund-raising success and closing major gifts. 

 Ability to develop, implement and maintain efficient and effective processes 

 Proven experience in accurately managing Raiser’s Edge database 

 Ability to effectively lead and motivate staff through application of Agency values 

 Ability to communicate effectively, both verbally and written, with others from diverse backgrounds 

 Knowledge of appropriate techniques and practices for the client population. 

 Ability to interact effectively as a team member and independently with Agency staff and with a diverse 

client base. 

 

EDUCATION and/or EXPERIENCE 

Master's degree (MA/MS) or equivalent from accredited university in business, management or related field; and six 

to ten years related experience and/or training in fundraising or donor development or equivalent combination  of 

education and experience. 

 

LANGUAGE SKILLS 

Ability to read, analyze, and interpret the most complex documents. Ability to respond effectively to the most 

sensitive inquiries or complaints. Ability to write speeches and articles using original or innovative techniques or 

style. Ability to make effective and persuasive speeches and presentations on controversial or complex topics to 

top management, public groups, and/or boards of directors.  

 
REASONING ABILITY 

Ability to apply principles of logical or scientific thinking to a wide range of intellectual and practical problems. 

Ability to deal with nonverbal symbolism (formulas, scientific equations, graphs, musical notes, etc.,) in its most 

difficult phases. Ability to deal with a variety of abstract and concrete variables. 

 

CERTIFICATES, LICENSES, REGISTRATIONS 

 Valid Driver’s License, proof of insurance, satisfactory Motor Vehicle Record (MVR) for local travel. 

 

MINISTERIAL REQUIREMENTS 

As a principal messenger for conveying to others the values and social teachings of the Catholic Church as they relate 

to Catholic Charities, must be a fully initiated Catholic in the communion of the Catholic Church and/or intentionally 

living out the five precepts of the Church (CCC 2041-2043). Must also refrain from public promotion or approval of, 

or the living out of, any conduct or lifestyle that would reflect discredit or disgrace on, or cause scandal in relationship 

to, the Archdiocese of Denver, or considered to be in contradiction with Catholic doctrine or morals. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. While performing the duties of this job, the employee is regularly 

required to use hands, and be able to speak and hear. The employee frequently is required to stand, walk, sit, and 

reach with hands and arms. The employee is occasionally required to climb or balance and stoop, kneel, crouch, or 

crawl. The employee must occasionally lift and/or move up to 15 pounds. Specific vision abilities required by this 

job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust 

focus. 



WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

The above statements are intended to describe the general nature and level of work being performed. They are not 

intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel as 

classified. 

 
Apply for this position online here. 

https://jobs.ccdenver.org/chief-development-officer/job/10397772

