
OCCUPATIONAL DEVELOPMENT CENTER, INC.

JOB DESCRIPTION

Job Title:
    Director of Development


                     Approved by:
__________________
Salary Range:         Classified





      Date:              __________________




        

Supervised By:        President/CEO 
Supervises:
     None
Personnel Classification:
    Leadership Team, Level 5

GENERAL DESCRIPTION

The purpose of this position is to direct and facilitate the efforts in raising funds, including oversight of all efforts to raise annual, capital, program and endowment funds for short and long-range needs of ODC and to design and direct the implementation of the organization’s public relations and communications programs.  
KNOWLEDGE & EXPERIENCE

Bachelor’s degree required in Public Affairs, Business, Marketing, Communications, Human Services or related field.  Thorough knowledge of the nonprofit sector and nonprofit leadership and governance best practices; experience working with nonprofit boards. Extensive fundraising preferred with 2 – 5 years of experience securing major gifts, grants, sponsorships and annual contributions. Must be a visionary and innovative strategic leader with a proven record of success in driving resources to the organization.  Strong working knowledge of brand marketing, cause-related marketing, digital strategy, and project management, planning and analysis.  The Director of Development must be a collaborator, influencer, and highly effective communicator who plays a critical role in engaging key stakeholders. The incumbent must also have strong executive presence and experience executing against key priorities. 


SKILLS & ABILITIES
Intellectual curiosity; an ability to imagine innovative solutions and drive/generate new thinking against an enterprise-wide strategy.  Excellent interpersonal skills; ability to build strong relationships and work collaboratively with individuals and teams internally and externally. Outstanding oral and written communication skills; an effective listener and speaker who can make persuasive recommendations and impactful and inspiring presentations to executive audiences and large groups. 
OTHER QUALIFICATIONS

Travel as necessary for company meetings, local and regional presentations.  Valid driver’s license with insurable driving record. 
COMMENTS

Must accept and actively support the Mission and Vision of ODC and adhere to the professional Code of Ethics by: demonstrating sensitivity, respect and an understanding of the special needs of individuals with disabilities; embracing the cultural diversity of experiences and knowledge among the people we work with; serving as a positive role model in dress, speech and behavior; maintaining consumer confidentiality; and complying with policies and standards set forth.
Job descriptions are considered to be classification and recruiting tools and are not intended to limit the assignment of work.
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SPECIFIC DUTIES AND RESPONSIBILITIES
1. Directs promotional activities for the organization so that all fundraising efforts are planned, prioritized, and coordinated in keeping with ODC’s mission, vision, ethics and strategic plan.  Duties may include, but are not limited to:  a) participating in the defining of the strategic objectives of ODC and prioritizing of those objectives; b) coordinating fundraising efforts for annual, capital, program, and endowment needs; and, c) developing and monitoring departmental budget.
2. Develops and implements strategies to educate, cultivate, and solicit major gifts consistent with the priorities established by the President/CEO and Board of Directors. Emphasis is upon major lifetime and planned gifts, primarily with individuals, but also with select corporate, foundation, and other prospective benefactors.  Duties may include, but are not limited to: a) identifying and recruiting volunteer leadership; b) developing strategies to achieve gift objectives; c) facilitating the work of volunteers in identifying, cultivating and soliciting the gifts of prospective benefactors; d) overseeing an educational program for prospective benefactors, volunteers, and the Board of Directors; and e) achieving the organization’s gift goals.
3. Lead all processes for strategic message development and brand positioning through development and promulgation of brand guidelines, branded and creative products and marketing materials.
4. Oversee and participate in design and production of all public relations, communications, advertising, and branding products.
5. Oversee grant seeking including research, proposal writing and reporting requirements.

6. Build a vibrant network of individuals, corporations and foundations who feel connected to and supportive of the mission of ODC.
7. Collaborate with various leadership and department teams to develop integrated strategic and market planning.
8. Perform other duties as assigned and as changing conditions require and new opportunities arise.
I have reviewed these job requirements and verify that I can perform all essential functions of this position.
______________________________________________
              _______/________/________

Signature







                   Date


