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POSITION TITLE:

Fund Development Officer
WORK SCHEDULE:

Daytime, evenings and weekends
SUPERVISOR:

Executive Director
SUPERVISES:

Special Events Coordinator and interns
SUMMARY: 

The Fund Development Officer serves as lead strategist for agency fund development, helping the Executive Director, Board of Directors, and management team create a multi-year plan for increasing voluntary revenue which informs and supports the agency’s plans for growth in the next five years.   The FDO functions as the agency’s principal individual and major gift fundraiser, with support from the E.D.  The FDO also serves as the Marketing Director, with responsibility for the website, social networking media, and electronic communication.  

Key elements of the agency fund development program include: donor acquisition and fund-raising events (Bowl for Kids’ Sake and 300 Club); an annual giving program; major gifts from individuals; and corporate and foundation giving. Supporting elements include:  donor stewardship; gift entry and acknowledgement; database management; and donor research.

Duties and Responsibilities: 

· Developing and implementing a written plan for identifying, qualifying, cultivating, soliciting and stewarding individual, foundation and corporate potential donors capable of giving $25,000 and more over time.

· Developing and implementing a written plan for identifying, qualifying, cultivating, soliciting and stewarding potential donors capable of giving $1,000 to $15,000 annually.

· Supporting the E.D.s major gift work with top prospects.

· Personally managing a portfolio of about 75-100 prospective donors.

· Making 10 - 15 face to face contacts per month.

· Developing and implementing written strategies based on capacity and readiness to give.

· Determining how assigned prospects will be solicited for their annual fund gift.

· Soliciting and closing, by second year of employment, 10-15 major gifts.

· Implement Annual Giving Program to include special events and promotions, direct mail program (once or twice annually), semi-annual or quarterly newsletter mailing and e-communications, and stewardship of donors.
· Building and staffing an engaged giving and getting Board Fund Development Committee.

· Supervise Special Events Coordinator and implementation of four, diverse annual fundraising events to ensure they meet public relations and fund raising goals in conjunction with agency volunteer committees 
· Develop and nurture corporate partnerships for events, volunteer recruitment ,and donations 
· Develop annual marketing/community relations plan and assist with development of the fund development plan and volunteer recruitment plan

· Maintain agency’s website and social media outlets
· Supervise and implement agency marketing and public relations activities, including media releases and group presentations (including volunteer recruitment outreach with Program Director/Volunteer Enrollment staff)
· Develop and maintain media relations 
· Research and draft appeals for donor acquisition, renewal and upgrade through direct mail campaign and corporate/foundation proposals (Note, E.D. handles large and government grant proposals)
· Assist with researching and assessing agency fundraising opportunities
· Be knowledgeable of all BBBS programs, projects and events
· Represent the agency at community events
· Performs other job related duties as assigned
Knowledge, Skills and Abilities Required:

1. Demonstrated personal solicitation success

2. Management experience with at least 1-2 direct reports

3. Experience working with a board of directors highly desirable

4. Demonstrated strategic agility

5. Knowledge of and experience with marketing and public relations strategies.
6. Knowledge of Raiser’s Edge or similar donor tracking software.

7. Ability to prepare and conduct professional group presentations.
8. Ability to communicate effectively, both orally and in writing, including honed reflective listening ability.  Includes writing reports, smaller grants, media releases, and case for support.
9. Ability to work some nights and weekends
10. Proficiency with Microsoft Office.
11. Belief and commitment to the mission and vision of BBBS

12. A sense of humor

Work Qualifications: 

Minimum 3-5 years progressively responsible experience in fund development.  Minimum Bachelors degree  Must have car, valid driver’s license, and meet state required automobile insurance minimums.  

Environment & Working Conditions:

· Ability to work independently.  
· Flexible work hours to meet needs of agency. 
· Work is normally performed in a typical interior/office work environment. 

· Some limited physical effort required for special events. 

· No or very limited exposure to physical risk. 
Contact:  Brooke Frost at bfrost@bigs.org.  No phone calls, please.  Please send resume and cover letter.   Open until filled.  
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