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Cultural Attractions - Director of Development
Company Name: [INSERT COMPANY NAME HERE]
Department: Development
Reports to: Chief Executive Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Director of Development to lead fundraising for our [zoo, aquarium, museum, or garden]. You write the annual fundraising plan, manage a group of major donors, oversee grants and membership, and see that every donor is thanked and told what their gift did. You work closely with the CEO and board on major gifts.
2. Essential Duties and Responsibilities
1. Write and run the annual fundraising plan across major gifts, the annual fund, grants, sponsorships, events, and membership.
1. Manage a group of major donors and prospects, and plan visits, tours, and asks with the CEO and board members.
1. Oversee grant proposals and reports to foundations, companies, and government funders, with budgets checked by the CFO.
1. Follow your gift acceptance policy and put gift agreements in writing for restricted, named, and planned gifts.
1. Steward donors with prompt thank-you letters and receipts, impact reports, naming recognition, and behind-the-scenes visits.
1. Supervise the Membership Coordinator, and plan the gala and donor events with the Events and Rentals Coordinator.
1. Keep the donor database clean and reconcile gifts with finance each month.
3. Key Tasks / Daily Activities
1. Call, email, or meet donors and prospects to set visits, thank them, or follow up on a proposal.
1. Write or edit a grant proposal, grant report, or donor letter.
1. Review new gifts and pledges, approve acknowledgments, and flag restricted gifts for finance.
1. Plan donor tours with [curators, keepers, or educators] so donors see the work their gifts pay for.
1. Prepare fundraising reports for the CEO and the board's development committee.
4. Key Performance Indicators (KPIs)
1. Contributed revenue against goal: [your target].
1. Donor retention rate: [your target].
1. Major gift visits and asks: [your target].
1. Grant proposals funded: [your target].
1. Gift acknowledgments sent on time: [your target].
5. Required Qualifications and Skills
1. Bachelor's degree or equivalent experience.
1. [5+] years of nonprofit fundraising, including major gifts and grants.
1. Experience with a donor database such as [Raiser's Edge, Tessitura, or your system].
1. Strong writing for proposals, reports, and donor letters.
1. Knows the rules for donor receipts, quid pro quo disclosures, and restricted gifts.
6. Preferred Experience
1. Fundraising experience at a zoo, aquarium, museum, garden, or historic site.
1. Has worked on a capital campaign.
1. Certified Fund Raising Executive (CFRE) credential.
1. Experience with planned giving and corporate sponsorships.
7. Physical Requirements
1. Office work plus walking donor tours across the grounds or galleries.
1. Carry event materials up to [25] pounds and stand through evening events.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time, on site, with local travel to donor and funder meetings.
1. Evening and weekend donor events, including the annual gala.
1. Heavy deadline weeks around grant due dates and year-end giving.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new director of development gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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