Director of Development

Catholic Charities


JOB DESCRIPTION

POSITION TITLE:
Development Director for Catholic Charities
DEPARTMENT:
Development
SUPERVISOR:
Director of Development, Diocese of Charlotte
REPORTS TO:
Executive Director/CEO, Catholic Charities 
Diocese of Charlotte and Director of 
Development, Diocese of Charlotte

FLSA:
Exempt

JOB CATEGORY:            
I-3

POSITION SUMMARY:
Collaborates with Catholic Charities Diocese of Charlotte (CCDOC) and Office of Development leadership teams to create and execute the annual development plan for CCDOC with a specified revenue goal; conceptualize and implement the annual appeal giving campaign as one component of the annual development plan; engage, retain, nurture and recognize current donors; identify and cultivate new donors; conduct research on current and prospective donors through current internal database, networking and screening local sources; oversee the accuracy and validity of the Raiser’s Edge database;  collaborate with agency staff and volunteers in carrying out the agency development initiatives; support overall development activities and goals. 

ESSENTIAL FUNCTIONS:

1. Develops and implements approved Catholic Charities annual giving campaign.
2. Strengthens relationships with current donors through research, cultivation and recognition activities.  
3. Identifies and cultivates new donors.
4. Creates annual appeal letters and other related written materials; coordinates the photography, artwork, layout, printing, and the timely mailing/distribution of these materials.
5. Oversees the maintenance of the Raiser’s Edge database and ensures that the database is current and accurate.

6. Supports fundraising solicitation events coordinated by the regional office directors. 
7. Contributes ideas and information to the agency’s social media and marketing initiatives.
8. Participates in the determination of development policies and procedures.

9. Prepares and presents reports related to agency development efforts.
10. Participates in strategic planning; as well as the planning and execution of the agency’s Quality Improvement System in compliance with COA standards.
11. Attends monthly Office of Development staff meetings.

12. Supports regional directors in carrying out development efforts.

OTHER RESPONSIBILITIES

1. Performs other duties as required.

EDUCATION, EXPERIENCE AND SKILLS REQUIRED:

1. An undergraduate degree and a minimum of 5 years experience in development and/or fundraising; extensive fundraising experience may be substituted for a completed undergraduate degree.

2. Self-motivated and able to plan, organize, and coordinate development activities in a timely manner; strong written and oral communication skills; work effectively with staff, volunteers, clients, donors and the public.

3. Proficient in Microsoft Office software. Knowledge of Raiser’s Edge or fundraising database software preferred.  

WORKING ENVIRONMENT: The Director of Development for CCDOC is a member of the Office of Development team and works closely with CCDOC offices throughout the Diocese of Charlotte (Charlotte, Winston-Salem, and Asheville).  The full-time position includes travel and the need to be available to work some evenings and weekends.
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