
 

 

Development Director 
J  o  b    D  e  s  c  r  i  p  t  i  o  n 

  

JOB INFORMATION 
Job Title:  Development Director 

Version Date:  6/17/2021 

Salary Grade:  $60,000 - $68,000  

Department:  Development 

JOB SUMMARY 
Obtains Funds by formulating fund development policies, procedures and programs; identifying grant agencies and foundations; 
fundraising events; composing promotional copy; targeting supporters; developing approaches; making solicitations. 

Essential Functions 

Essential Function % TIME 

Solicits funds and pledges by completing applications; answering 
inquiries; mailing literature; assigning responsibility for personal 
solicitation to Board members, volunteers, and staff members; 
making personal visits, speeches, and promotions. 

25% 

Organizes special campaigns by setting objectives; targeting 
supporters; developing approaches; making solicitations; 
identifying potential guests; developing announcements and 
invitations; making and coordinating arrangements; supervising 
activities. 

25% 

Prepares fund development information and reports by managing 
fund development software Neon including collecting, analyzing, 
and summarizing data and trends. 

10% 

Manage grant seeking initiatives, including research, proposal 
writing, and reporting requirements. 10% 

Establishes fund development goals by studying organization 
objectives and needs; advising Board of Directors. 5% 

Guides fund development efforts by formulating fund development 
policies, procedures and programs, including legal arrangements 
to transfer funds and goods-in-kind, and obtaining fund 
development consultations. 

5% 

Identifies potential supporters by examining past records; 
researching support given to other organizations; identifying grant 
agencies and foundations; establishing personal networks. 

5% 

Prepares promotional literature and presentations by composing 
promotional copy; designing layout; obtaining graphics arts advice; 
contracting with printers and media services. 

5% 

Improves fund development job knowledge by attending 
educational workshops; reviewing professional publications; 
establishing personal networks; benchmarking state-of-the-art 
practices; participating in professional societies. 

5% 

Contributes to fund development and organization success by 
welcoming related, different, and new requests; helping others 
accomplish job results. 

5% 

Additional Responsibilities 

Additional Responsibilities  

Participates in outreach and education events as needed. 

All duties as assigned. 



QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Education 
Bachelor's Degree  Preferred  

Work Experience 
4 years or more Experience in nonprofit development with a prove record of successes Preferred  

    

Skills 
Strong written and verbal communication skills.  High 

Routine software and business applications including, but not limited to, word processing, spreadsheets, 
presentation software and donor databases. 

High 

Ability to plan, organize and coordinate activities; Prioritizes multiple projects, meeting required deadlines and 
handling more than one project simultaneously. 

High 

Basic time management skills  Medium 

  

PHYSICAL DEMANDS/WORKING CONDITIONS 

Physical Demands 

Physical Demand NA Rarely Occasionally Frequently Constantly Weight 

Reading       X    

Carrying   X       20 lbs 

Climbing Stairs     X      

Crouching X          

Grasping X          

Grip X          

Handling X          

Kneeling X          

Pinch X          

Pulling  X          

Pushing  X          

Lifting X          

Reaching X          

Vision  X          

Repetitive Motions X          

Sitting X          

Standing X          

Walking X          

Stooping X          

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 



Working Environment 

Working Condition NA Rarely Occasionally Frequently Constantly 

Extreme cold X         

Extreme heat X         

Humidity X         

Wet  X         

Noise X         

Hazards X         

Temperature Change X         

Atmospheric Conditions X         

Vibration 
 

X         

Other X         

TRAVEL REQUIREMENTS 

Travel Type Percentage 

Domestic 5% 

Valid Driver's License Required 

Yes/No Reason for Drivers License 

Yes Travel for fundraising events 

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. 

Functional Competencies 

Competency Level Competency Description 

Analytical Thinking 5. Senior Tackles critical large-scale issues using rational thinking and reasoning. 

Business Impact 5. Senior Sets goals for the division and contributes to corporate strategic decisions. 

Company Knowledge 5. Senior Understands how the functions integrate into the division and the strategic concept 
behind the corporate goals. 

Communication Skills 5. Senior Communicates at a high level and is able to negotiate on a broad spectrum of 
matters. 

Job Impact 6. Expert Entire organization. 

Leadership Skills 5. Senior Manages a division. 

Managing Change 6. Expert Demonstrates support for innovation and organizational changes needed to 
improve effectiveness and efficiency. 

SCOPE 

Freedom To Act 
Works with minimal direction toward predetermined long-range goals.  Acts independently to determine methods and procedures 
on new or special assignments. Determines and pursues courses of action essential in obtaining desired results. Takes 
calculated risks. 



Problem Complexity and Problem Solving Timeframes 
Works on complex issues where analysis of situations or data requires in-depth evaluation of variable factors.  Constructs and 
may pursue alternative paths towards a solution.  Exercises judgment in selecting method, techniques and evaluation criteria for 
obtaining results consistent with broadly defined policies and practices.  Problem/Task resolution timeframe: Inclusive of shorter 
timeframes, but typically six to twelve months or more to resolve. 

People Management 

#  Direct Resources Managed #  Indirect Resources Managed 

1-5 None 

Impact 
Erroneous decisions or recommendations would normally result in failure to reach goals crucial to significant organizational 
objectives and would profoundly effect the image of the organization. 

Contact with Others 
Represents the organization as the primary contact.  Interacts with management and senior value-chain partners on matters 
requiring coordination across organizational lines.  Achievement of objectives requires ability to influence others both internally 
and potentially externally. 

Financial Responsibility 
Total Financial Responsibility $100 - $500 Thousand USD 

 


