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Community






Employee

Job Title:

Director of Development
Reports To:

Executive Director
FLSA Status:

Salaried/Salaried Exempt
I. GENERAL RESPONSIBILITIES   The Director of Development will create and oversee the implementation of all fund-raising activities including annual support, grant writing and reporting, special events, corporate and individual donations, on-line giving, and capital campaigns.  They will also manage the programs that are funded by the Episcopal Communities Foundation, Inc. (Foundation).  The Director of Development should also learn the primary duties of the Executive Director in so much as they would be able to fill-in in the case of an extended absence of the Executive Director.  
II. ESSENTIAL DUTIES AND RESPONSIBILITIES   To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Essential duties and responsibilities include, but are not limited to, the following.  
1..  Manage a one-person Fund Development program to support the mission of the organization.
2. Collaborate with the Executive Director to create and implement a detailed annual work plan with dates, goals and results for Fund Development.
3. Prepare and manage an annual budget for the Development Department and assist in long-term planning for philanthropic income.
4. Work with the Board of Directors to identify, research, cultivate, and solicit prospects for philanthropic support.
5.  Manage, grow and update donor database or CRM platform (Customer Relationship Manager) to accomplish online and mail communications, acknowledgements, and gift receipting.
6.  Identify, research, and write grant applications to foundations and corporations; Collect information and prepare grant reports including outcomes as required by the grantors; Research and monitor potential sources of funding from federal agencies and national funders.
7.  Assist the Executive Director in identifying potential Board members to maintain a diverse and active board.
8.  Oversee marketing and maintain the Episcopal Place brand through the website, social media outlets, printed materials and personal relationships.
9.  Take ownership of and produce fundraising events including a large annual event, as well as, smaller events throughout the year.
10.  Coordinate communications for donors, residents, and other audiences.  This includes the quarterly newsletter, regularly scheduled social media postings, direct mail pieces for annual campaign, sponsorship proposals and invitations for special events and media releases.
11.  Oversee and manage the services and programs that are funded by the Foundation.  
12. Work with Executive Director in order to handle all accounting functions of the Foundation in a way that maximizes separation of duties.
13. Contribute to a positive work environment and overall team effort.

14. Maintain confidentiality and professional ethics and standards of the Community.

15. Responsible for and carries out the duties and responsibilities in the absence of the Executive Director in accordance with the Community’s policies and applicable laws.

16.  Perform other tasks as assigned.

III. JOB REQUIREMENTS   The requirements listed below are representative of the knowledge, skill and/or ability required to perform the essential duties and responsibilities satisfactorily.

1. Ability to conduct themselves both at work and off duty in a manner that does not adversely affect the image of Episcopal Place.

2. Must have a valid driver’s license, proper automobile insurance and dependable transportation that is in good operating condition.

3. Ability to maintain a professional image and attitude in keeping with the objectives of the Episcopal Place.

4. Ability to meet Community attendance requirements (regular and predictable attendance)
5. Ability to work with others. The ability and willingness to accept and follow the directions of others.

6. Possession of character traits of honesty, dependability, courtesy, and cooperativeness.

7. Ability to comply with all governmental laws and regulations, including, but not limited to, fair housing, Section 504, and environmental and safety laws and regulations.

8. Ability to comply with all Community policies and procedures.

9. Possession of good organizational, leadership and communication skills.

10. Possession of self-motivation and ability to motivate others.
11. Minimum of 5 years of experience working in a nonprofit development program and meeting fundraising goals
12. Experience planning, coordinating and managing special events.
14. Experience working with volunteer committees and boards of directors.
15. Proficient in Microsoft Office suite, donor management software, social media platforms and on-line website management such as Wix.
16.  Experience with general accounting principles and accounting functions such as accounts payables, accounts receivables, audits, etc.  Also experience with an accounting platform such as QuickBooks.

17. Respect for all person, regardless of race, ethnicity, age, religion, gender, sexual orientation, state of health, etc.
18. Educational Qualifications – College degree in Business, English, Marketing, Public Relations or a related field, five or more years of fund development work experience is a plus
Working Conditions – Standard office conditions – combination of sedentary work plus standing, walking and light lifting.  Occasional irregular work hours; occasional travel
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