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JOB DESCRIPTION: 
Chief Development Officer
	DEPARTMENT:
	Development
	
	REPORTS TO:
	
	President & CEO

	JOB CLASS:
	Administration
	
	PAY GRADE
	
	

	FLSA STATUS:
	Exempt
	
	DATE
	
	January 5, 2018


Our Mission: To promote health, dignity and quality of life throughout the journey of aging.
Purpose: To serve as the lead strategist for philanthropy through the development and execution of a comprehensive fund development plan, supported by strategic communications, to meet the short- and long-term needs of the organization. 

Summary: Assures development and maintenance of appropriate systems to fund development including but not limited to donor and volunteer management, donor research and cultivation, gift processing and recognition. Maintains accountability and compliance standards for donors and funding sources.
Activities include but are not limited to: donor acquisition and fundraising events; annual giving and major gifts from individuals and corporations and foundations; planned giving; capital or endowment campaigns; lead and provide training for donor cultivation and stewardship; initiate goal setting to be met with special fundraising campaigns and development projects. Grow the base of philanthropic support, increase community engagement, and expand public awareness of Friendship Centers.  
ESSENTIAL POSITION FUNCTIONS:


Development

1. Foster a culture of philanthropy within the entire organization

2. Manage preparation and management of annual budgets for development and marketing, including income and expense projections.
3. Develop and execute annual development plan in collaboration with the President & CEO, including goals, objectives, activities, quantifiable outcomes and timelines to achieve budgeted goals

4. Create strategy for and manage the Annual Fund, including appeals, events, and major gifts
5. Serve as the liaison with the Board Fund Development Committee

6. Manage, cultivates and solicits a personal portfolio of 50+ prospective donors capable of gifts at the $25,000 level and above while showing appropriate respect and diplomacy with high net worth individuals

7. Secure financial support from individuals, foundation and corporations

8. Develop and track proposals and reports for all foundation and corporate fundraising

9. Oversee special direct mailing, fundraising and awareness events 

10. Ensure proactive and effective donor stewardship and recognition
11. Provide guidance and oversight of grant applications and reporting to effective maximize grant revenues
12. Maintain gifts and donor activity in eTapestry 
13. Serve as an ambassador, spokesperson and solicitor for FC
Marketing

14. Supervise marketing/communications/public relations to ensure clear, consistent, compelling messaging in all formats: print, digital, and spoken
15. Provide oversight for management of website and social media

16. Oversee collaborative development and ongoing coordination of marketing collateral

17. Oversee preparation, updates, and execution of marketing/communications plans
18. Serve as a community spokesperson and contact with the media, when necessary
Community Relations & Outreach

19. Develop relationships with key stakeholders to further the Mission

20. Represent the Friendship Centers in community forums and meetings

21. Conduct campus tours to visitors, elected officials and others as needed

Staff & Volunteers
22. Supervise development, communications/marketing and volunteer staff, encouraging teamwork, enthusiasm, diligence and quality work to benefit FC, its clients and volunteers.

23. Maintain accurate and current personnel records, including payroll and Catalytic Coaching, hiring, performance management and disciplinary activities

24. Recruit fundraising committees for all event-related meetings; communicate regularly with event committee members regarding event status 
Administration
25. Compile meaningful financial, statistical, and informational reports as needed by the President & CEO, Board committees and development office to measure progress and track 
26. Maintain departmental budget, including event budgets
27. Manage all correspondence associated with donors and around major events

28. Assure monies are handled in accordance with fiscal requirements
29. Attend Board Meetings when requested to inform and educate board members

Organizational
30. Must comply with all Senior Friendship Centers, Inc. Personnel Policies

31. Must protect the safety and health of the staff and others.  Must observe and follow the provision of the Senior Friendship Centers, Inc. accident prevention, safety and reporting of injury, accident and incident policies as prescribed in the Employee Handbook and Department Safety Rules

32. Embrace new challenges as opportunities to ensure FC’s long-term financial sustainability (i.e. other duties as assigned or required) 

(These essential functions are not to be construed as a complete statement of all duties performed. Employees will be required to perform other job-related duties as required.)
SUPERVISION RECEIVED:  The Chief Development Officer functions within FC policies and procedures. This position is supervised by the President & CEO specific to core business and development operations but also receives guidance and direction through Board members relative to activity specific to the local community.
SUPERVISION EXERCISED  
Development Team consists of: Charitable Giving Officer, Database Coordinator, Director of Community Outreach, Director of Development & Marketing-Collier County, Marketing Coordinator (Caregiving Place), various department volunteers
Knowledge, abilities and skills:

Exceptional:
· Ability to establish and maintain effective working relationships with staff, Board members, volunteers, community groups and other related parties. 
· Verbal and written communications and public speaking skills
· Technical, statistical and qualitative analysis skills related to program planning and evaluation against goals, communicated through systematic and timely reporting process 
· Financially literate to read and interpret budget and financial reports

· Ability to perform and a high level in a fast-paced team environment, while handling/managing multiple projects to meet timelines and deadlines. 
· Professional image at all times

· Produce high quality presentations, training, and meeting facilitation 
QUALIFICATIONS REQUIRED:

· Education, experience and training:   Bachelor’s Degree from an accredited college or university in Development or related business field. A minimum of five (5) years direct fundraising experience. Prefer a CFRE.  A minimum of five (5) years of management experience, preferably in a nonprofit environment. Remote management experience a plus. Extensive knowledge of fundraising techniques and sources of funding for nonprofit agencies. Knowledge of accessing and managing donor database systems; experience with eTapestry/Blackbaud a plus. Computer proficiency with MS Office Suite, Constant Contact and donor data applications, accompanied with a working knowledge of general office and video equipment.  Florida Department of Law Enforcement Level II background check is required for this position.  Use of personal automobile for business purposes, valid Florida Driver’s License and Proof of Insurance are required

Physical requirements:   Requires considerable walking and standing during event planning and execution.   Travel is required between campuses. This position requires a high level of interpersonal skills and diplomatic flexibility as it interfaces with donors, board, staff, volunteers and community leaders. A pre-employment physical, including substance abuse and TB testing, are also required.
EOE/Drug free/Smoke free workplace

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.

· Work environment may vary between locations and include stairs, office space adaptation when traveling, and a moderate noise level.  
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