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Job Description



	Job Title: Development Manager
	Position Supervised: 
Sr. Prospect Management Coordinator

	Department: Individual Giving and Donor Stewardship
	FLSA:  Exempt          

	Reports to: Director of Individual Giving and Donor Stewardship
	Standard Hours: 8:30am – 5pm, M-F

	Revision Date: 9/20/18
	Overtime Hours: N/A



Position Overview 
[bookmark: _GoBack]The Development Manager plays a key role in helping to generate gifts related to the overall fundraising goals of the St. Baldrick’s Foundation with direct responsibility for the strategy, management, identification, cultivation, solicitation, recognition, and stewardship of mid-level individual donors. Responsibilities also include supervising the Sr. Prospect Management Coordinator, event planning for donor solicitation events, aiding the Foundation’s overall individual giving and annual giving program strategies, and special projects. This position requires working closely with assigned portfolio of donors and prospects using the moves management approach and ongoing and regular communication to further improve donor experience, engagement levels, retention rates, and increase donations received. This position must maintain attention to detail as well as grasp big picture issues, while advancing individual relationships along the continuum of donor activity. The position work effectively under pressure to deliver results in a fast-paced environment, and conduct duties professionally with the public, donors, volunteers, and fellow co-workers. 
Responsibilities
· Responsible for strategy, implementation, and management of identification, cultivation, solicitation, recognition, and stewardship activities and procedures for mid-level individual donors (defined as $1,000-$4,999).
· Meet annual fundraising goal set with supervisor and Foundation.
· Establish and maintain a portfolio of donors and ensure moves management process is followed, as well as the ongoing donor engagement and stewardship plan, with a focus on driving the solicitation process forward. This includes tracking and managing information pertaining to donor portfolio. 
· Develop and implement the best solicitation strategy for each donor and prospect within portfolio, working independently, and in collaboration with key personnel.
· Communicate regularly with donors by phone, email and/or in person, to follow moves management plan, build relationships, and help draw them closer to St. Baldrick’s mission. Ensure timely and appropriate follow-up to all direct outreach performed.
· Ensure each mid-level individual donor receives meaningful gift acknowledgement following receipt of donation, which may include a personalized letter or phone call, or other engagement.
· Plan, organize, and execute Benevon Model or other donor solicitation events in selected markets. This includes researching and soliciting donors to support the events. 
· In partnership with team, investigate opportunities to grow a pipeline of individual donor prospects with high capacity and inclination, including research on existing and potential donors. 
· Supervise efforts to develop, implement, and execute routine donor prospecting procedures.
· In partnership with supervisor, develop strategies and implement overall individual giving programs to acquire, renew, and upgrade individual donors. This includes prospect management activities, designated campaigns, recurring giving, and annual giving programs. 
· In partnership with supervisor, develop and implement recognition and stewardship initiatives targeted at individual donors.
· Draft donor communications, including proposals, thank you letters, stewardship pieces, impact report articles, and other projects as assigned.
· Strategize, organize, and execute special projects, donor tours, and other opportunities for donors.
· In partnership with key personnel, identify and strategize special funding opportunities for donors.
· Flexible to encourage prospects to get involved in ways outside of giving, when appropriate.
· Decision making on purchasing or ordering of supplies for Participants limited to $100.00.  All other decisions require supervisor approval.
· Other duties as assigned.

Minimum Position Requirements
Bachelor’s degree or equivalent work experience. Prefer coursework in fundraising, journalism, communications, or business relevant experience. 
3-5 years experience in demonstrated fundraising with individual donors, preferably in a healthcare or children’s nonprofit setting.
Proven track record of successful gift solicitation with evidence of substantial fundraising accomplishments.
1-2 years’ experience in nonprofit event planning desired.
Experience with volunteer management, including special events preferred.
Thorough knowledge of fundraising principles and techniques.
Interest and motivation to cold call prospective donors.
Outstanding interpersonal skills with developing and maintaining relationships, particularly in dealing with donors, volunteers, and all types of prospects.
Exceptional communications skills, both oral and written are essential (including public speaking).
Strategic, creative, curious, and skilled in problem solving.
Well organized, able to manage time effectively, and detail-oriented.
Demonstrated ability to take initiative, exercise independent judgment, and follow-through.
Results focused, donor-centric, self-motivated, and engaging with high energy.
Passion for pediatric healthcare and a commitment to best practices in the development profession.
Work habits characterized by maturity, professionalism, good judgment, diplomacy, and tact with a commitment to the Foundation’s mission.
Ability to work independently and in a team environment to handle and prioritize multiple projects.
Computer proficient, including knowledge of Microsoft Office Suite and donor management software, preferably Bloomerang or Salesforce.
Will be required to work overtime, including occasional evening and weekend hours as needed. 
Ability to represent the Foundation professionally at events or with donors.
Occasional travel will be required.

Physical Abilities Required
· Lifting ability:  Light, under 25 lbs. on a regular basis.
· Ability to work at a desk on a computer and phone most of the day for periods of up to 2-4 hours at a time.
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Statement of Employee

I understand the position and its responsibilities and expectations as described above.  The above statements describe the level of work performed in general terms.  The statements are not intended to list all the responsibilities, duties and/or skills required of employees so classified.  The content herein is subject to change, with or without due notice.


	Signature
	
	Date
	

	

	
	
	

	Print Name
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