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Job Title:
Development Manager


Department: 
Alexander Children’s Foundation
Reports To: 
Vice President of Alexander Children’s Foundation
FLSA Status: 
Exempt

Prepared By: 
Katy Ryan  
Prepared Date: 
December 6, 2017
Approved By: 
President/CEO, Alexander Children’s Foundation
Approved Date: 
12/06/2017
SUMMARY 

Works in conjunction with the Vice President, to raise funds from private sources for identified priorities. Responsible for implementing and executing the Alexander Children’s Foundation comprehensive development plan, with a focus on small donor acquisition, direct mail, affinity groups and special events.  
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

· Manages logistics for all annual direct mail initiatives, including pledge reminders, year-end appeals, donor renewal mailings and data entry.  
· Assists with communications and marketing efforts, including e-news, website updates, e-appeals and client story research.
· Oversees small donor acquisition and stewardship efforts. Manages a portfolio of prospects, develops relationships with donors, creates fund raising/stewardship strategies for those prospects, and solicits gifts in the $25-$500 range. 
· Manages planning and execution of Foundation special events, including the Annual Tree Lighting, Holiday Performance and other events as needed. Supports Vice President on event logistics for annual Celebrating Our Kids luncheon and Campus Tours, including data entry, program materials, supplies and day-of event set-up.  

· Manages efforts to promote the agency to churches, community groups, and civic groups. 
· Responsible for gift processing and data entry, including: preparation of the daily deposit, processing and recording in-kind gifts, and gift acknowledgment letters. 
· Develops and manages Ambassadors program in coordination with Vice President and Volunteer Engagement Officer. 

· Develops and manages Young Affiliates affinity program in coordination with Vice President, and Board committee members. Responsible for coordination and logistics of all YA events and activities. 
· Provides administrative support as needed.
· Serves as an active member of the Foundation Team.
· Expresses Neuro-sequential Model of Therapeutics (NMT) support opportunities and needs to the external Alexander community.

· Participates in the Joint Commission survey as needed.

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 and/or EXPERIENCE  

B.A. or B.S. in liberal arts and 3 years related experience in nonprofit environment.

Proficiency in Microsoft Office Applications.  Raiser’s Edge preferred. 
LANGUAGE SKILLS – Ability to respond effectively to the most sensitive inquiries or complaints.  Ability to write speeches and articles using original or innovative techniques or style.  Ability to make effective and persuasive speeches and presentations on controversial or complex topics to top management, public groups, and/or boards of directors.

MATHEMATICAL SKILLS- Basic math skills to calculate receipts to donors

REASONING ABILITY -- Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to deal with several abstract and concrete variables.

CERTIFICATES, LICENSES, REGISTRATIONS –none required

PHYSICAL DEMANDS 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.

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. The employee is occasionally required to lift and/or move donations up to 50 pounds.
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