JOB DESCRIPTION
POSITION TITLE:


Director of Donor Advising and Communications
FLSA CLASSIFICATION:

Exempt-Administrative
REPORTS TO:


President/CEO

POSITIONS SUPERVISED:
None
POSITION OVERVIEW:  
The Director of Donor Advising and Communications is responsible for planning, developing, managing and executing a diverse marketing, communications, and fundraising strategy to support the organization’s goals.  The position is responsible for expanding the name recognition and branding of the agency, identifying and developing funding sources, nurturing key external relationships and overseeing the execution of fundraising events. The Director may supervise other staff and volunteers assigned or recruited to help fulfill this responsibility.  
ESSENTIAL POSITION RESPONSIBILITIES:
1.
Designs, implements and manages all fundraising initiatives including annual giving, endowment, capital campaigns, special projects/events, and other solicitations.

2.
Develops marketing and branding strategies, develops supporting & promotional materials, including marketing, print, and website content.
3.
Plans and implements a minimum of one major fundraising event per year to generate 

funding and increase awareness for the agency.

4.
Develops and implements appropriate direct mail campaigns that includes mid and year-end appeals.  This includes creation of mail piece, tracking and appropriately thanking donors.
5.
Identifies and personally cultivates and solicits major donors and prospects ($1,000 - $100,000).  
6.
Produces major donor, board, and special category solicitations/support materials with the intent to retain or upgrade gifts when possible.  Cultivates donors by producing specialized correspondence, preparing letters of acknowledgment, scheduling, and attending in-person visits. 

7.
Oversees all aspects of the Endowment Fund, including achieving growth goals.  

8.
Develops and grows individual donor base.  Nurtures relationships with current and potential corporate and foundation sponsors, and individual donors.  
9.
Stays informed of current and changing tax laws as they apply to philanthropy, participates meaningfully in local community activities so that a positive agency presence will be felt throughout the community; becomes a member and participates in local development associations.

10.
Develops a program of public information related to the financial needs of the agency in order to facilitate the achievement of Marketing and Development Goals, including communication with local media (radio, TV, print media), brochures, Event Sales Pieces and Programs, Information Pieces, Annual Reports, and other support materials.

11.
Maintains all development files and records regarding prospective contributors on all levels and assures that all other necessary records are available as needed for smooth development and auditing operations.  Understands and/or establishes all administrative systems and procedures to track, record, report, acknowledge, and recognize all contributions and ensure the accuracy and timeliness of all fundraising, prospect, donor, and fundraising volunteer communications.
12.
Develops and executes programs for online giving and email solicitations. 
13.
Conducts initial vetting of potential Board members in accordance with the needs of the agency, and makes recommendations to the CEO.  Establishes and builds relationships with Board members and committee members of MHA to assure their participation in and support of agency projects and activities.
14.
Shape, manage and drive the implementation of an effective outreach and communication campaign to educate and cultivate community support.
15.
Develop and implement cost-effective marketing and outreach strategies to communicate 
with a range of constituencies through printed and electronic media.

16. 
Communicate and collaborate with a range of people and organizations.

17.
Arranges for professional photoshoots and maintains image and logo files.

18.
Create, write, edit and produce press releases, publications, videos, exhibits, and printed 
and digital materials, including annual reports.
19.
Update and maintain organizations website, on-line publications, and social media.

OTHER POSITION REQUIREMENTS:

1.
Maintains acceptable overall attendance record, to include department staff meetings, 
agency meetings, and trainings as required.  Ensures appropriate notification to 
supervisor for absences, and ensures that work is covered.  Flexible in work schedule 
when needed.
2.
Exhibits appropriate level of technical knowledge for the position.  

3.
Produces quantity of work necessary to meet job requirements.  
4.
Works well with a team, keeps others informed of information needed.  Treats others 
with respect, maintaining a spirit of cooperation.

5.
Maintains effective and professional verbal and written interactions with peers, 
customers, supervisors and other staff.  Uses diplomacy and tact in dealing with difficult 
situations or people.  Demonstrates effective listening skills.  Is receptive to constructive 
feedback.

6.
Demonstrates the ability and willingness to handle new assignments, changes in 
procedures and business requirements.  Identifies what needs to be done and takes 
appropriate action.   

7.
Completes assigned work, meets deadlines without reminders/follow-up from 
supervisor or others.  
8.
Performs work conscientiously with a high degree of accuracy.  
POSITION REQUIREMENTS:  Bachelor’s degree in Marketing or other related field, with 5 or more years’ experience in sales/marketing, developing and maintaining marketing strategies, fundraising/donor development required.  Solid track record of success in identifying, qualifying, cultivating, and securing significant gifts.  Advanced communication skills (written, analytical, and verbal), coupled with highly developed interpersonal skills to engage supporters and prospects through compelling and articulate oral presentations.  Ability to write clear, structured, articulate, and persuasive proposals, strong editing skills.  Superb relationship builder, friendly, charismatic, and responsive to donors.  Knowledge of event planning and volunteer management.  Advanced computer skills, including video editing software and some graphic design.  Experience in deadline-driven environments, results oriented (ability to monitor and meet income goals); Able to handle and prioritize multiple assignments simultaneously with strong attention to detail.  Strong contributor to team environments; productive working independently. Ability to work in collaboration with administrative staff and Board members.    A valid Kansas driver’s license and access to personal vehicle required.  

PHYSICIAL REQUIREMENTS:  
*
Lifting/carrying up to 30 pounds.
*
Driving (for purposes of community mobility and access)
*
Standing for extended periods of time (during events/presentations)
*
Extensive data entry/typing
*
Bending/stooping/climbing stairs.

All the above duties and responsibilities are considered essential job functions subject to reasonable accommodation. All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  This job description is not to be construed as a detailed statement of duties, responsibilities or requirements.  Employees may be required to perform any other job-related instructions as requested by their supervisors, subject to reasonable accommodation.
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