Alexander Children’s Foundation
Job Description

Job Title: 
Director of Advancement
Department: 
Alexander Children’s Foundation
Reports To: 
President of Alexander Children’s Foundation
FLSA Status: 
Exempt

Prepared By: 
Human Resources

Prepared Date: 
9/2015
Revised Date:
8/2018
Approved By: 
President

Approved Date: 
8/2018
SUMMARY 
Provides leadership and management in major gift fundraising and special events
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

· Develops, directs and manages annual giving efforts to secure new 5 year pledges via Benevon model and annual luncheon
· Stewards, cultivates and solicits corporate prospects and sponsors
· Responsible for managing stewardship and renewal of identified list of Multi-Year Giving Society members (MYG) and major donors
· Recruits, trains and supports table captains for annual Celebrating Our Kids fundraising event, including frequent electronic communications
· Oversees data entry, guest tracking, seat assignments and all other aspects of Celebrating Our Kids logistics
· Oversees development of the public relations, marketing, and communications plan for the Foundation
· Oversees point of entry (campus tour) program 
· Manages Development Officer staff position (dependent upon experience)
· Develops and implements 1 MYG Free Feel Good Event (FFG) per year 
· Works in conjunction with ACF President to develop annual budget

· Other duties as needed

SUPERVISORY RESPONSIBILITIES 

Directly supervises Development Manager and Development Associate.  Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding employees; addressing complaints and resolving problems. (dependent upon experience)
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./B.S. in Communication, Journalism, English, Marketing or related field.  Masters preferred.  Five to ten years minimum experience in non-profit fundraising required.

Proficiency in MS Office applications, Raisers Edge and experience with the Internet.

LANGUAGE SKILLS 

Ability to read, analyze, and interpret the most complex documents.  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 

Ability to work with mathematical concepts such as probability and statistical inference.  Ability to apply concepts such as frequency distribution and correlation techniques.

REASONING ABILITY 

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

CERTIFICATES, LICENSES, REGISTRATIONS 

CFRE, APR a plus.

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.

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to stand; walk; sit; and use hands to finger, handle, or feel.  Specific vision abilities required by this job include close vision, distance vision, depth perception, and ability to adjust focus.

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 noise level in the work environment is usually moderate.
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