P.G. Chambers School
Job Description

Position Title:  

Director of Development 


Responsible To:  

Executive Director


Primary Responsibility: 
To lead the development and communications functions, meeting or exceeding fundraising goals, and increasing community visibility and awareness of the organization and its programs.

Scope of Responsibilities:
· Leads the design and implementation of fundraising plans, working collaboratively with the executive director, management team, development committee, staff, and volunteers.

· Achieves or exceeds annual fundraising goal.

· Manages and cultivates relationships with donors and prospects.
· Identifies major gift and planned giving prospects and pursues opportunities in conjunction with executive director.

· Oversees and supports special events planning and implementation.
· Leads concept development and oversees implementation of direct mail program.
· Oversees and supports grant applications and reporting.
· Ensures timely, personalized donor recognition, donor centric communication, and accurate donor database management.

· Leads the development and execution of communication strategies that increase the visibility and awareness of the organization’s programs and activities.

· Oversees content and management of the website, social media platforms, newsletters, press releases, and publications.

· Identifies and develops key messaging consistent with the strategic plan and pertinent to the audiences.

· Creates and/or edits written materials for grants, special events, donor communications, projects, and publications.
· Professionally represents the organization to outside groups through presentations and other means.

· Hires, supervises, and mentors development team.
· Serves on organization’s senior management team.  Attends Board of Trustee meetings.

· Other duties as assigned.
Qualifications:

· Strong interest in and/or knowledge of education and services for children with disabilities.

· Demonstrable success in a broad range of development and communication activities.  
· Strong analytical, interpersonal and writing skills. Collaborative team player.

· Working knowledge of Raiser’s Edge or comparable donor database.

· Ability to manage multiple projects and priorities in a fast-paced environment.

· Skilled at balancing big picture planning with attention to detail.
· Five years relevant experience, including staff supervision. Bachelor’s degree.
