
 

 

JOB DESCRIPTION 
Job Title:    Director of Development   
Department:   Development 
Reports to:   Board of Directors (Executive Director) 
FLSA Classification:  Full Time - Exempt 
Supervises:   1 Employee and Volunteers 
Created / Updated:  August 2017 
     

 
POSITION OVERVIEW 
The Director of Development will work collaboratively with the Board of Directors, Shelter Directors 
and Program Managers to strategize and establish sustainable funding strategies, develop campaigns, 
and ensure that work carried out is consistent with the organization’s mission, vision and strategic 
goals. 
 
The Director of Development will report to the Board of Directors, and manage all philanthropic 
activities of the organization and supervise the Assistant Development Director.  Incumbent will be 
responsible for increasing annual gifts, engaging donors, managing fundraising events, and creating 
effective revenue generation campaigns, and upholding the mission and values of the organization.  
Must be familiar with the animal welfare industry, the no-kill movement, and possess creativity, an 
entrepreneurial spirit, and a passion for our life-saving mission. 
 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:  

 Develops and implements annual fundraising plan to increase revenue and engage donors. 

 Directs the design of strategies for cultivation and solicitation of prospective donors. 

 Forge and maintain strong relationships with the board of directors and work closely with them 
in supporting Friends of the Palm Springs Animal Shelter through outreach and networking. 

 Develops and writes persuasive grant proposals to potential funders. 

 Complies with all grant reporting as required by funders. 

 Ensures that donor gifts are acknowledged in a timely manner and that all development 
activities are conducted according to best practice and the highest ethical standards. 

 Oversees all major fundraising events and collaborates with volunteers to ensure their success. 

 Ensures that all events are well advertised and attended.  Engages staff to help and participate 
in these signature programs. 

 Develops and implements a plan to increase bequests and encourage deferred gifts to the 
organization 

 Stewards known bequest donors and cultivates area estate attorneys and financial managers.  

 Provides content as needed for newsletters and other communication materials to educate and 
inspire all donors and friends. 

 Serves as the organization’s spokesperson at meetings and public events as appropriate. 

 As a senior staff member, collaborates with and values the work of all employees and volunteers 
of the organization. 

 Recruits, trains and supports key volunteers who assist in advancement efforts. 

 Under the direction of the Board of Directors, undertakes other assignments as requested. 
 



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. 
 
Skills, Knowledge, Abilities, Experience, Background and Education: 

 Minimum five years demonstrated experience in donor cultivation and develop  

 Proven experience in the full spectrum of development including cultivation, stewardship and 
donor recognition 

 General knowledge of various types of charitable gifts including in kind gifts, gifts of securities, 
planned giving, vehicles and gifts of real property. 

 Demonstrated ability to direct the design of strategies for cultivation and solicitation of 
prospective donors. 

 Demonstrated background to function at a senior leadership level. 

 Demonstrated management ability to lead by aligning development department with the overall 
organizational goals, setting objectives, identifying strategies, and managing the execution of 
plans. 

 Demonstrated outstanding skills communication (written and oral) with a wide variety of 
constituents, including extensive writing experience and experience in strategic communication. 

 Demonstrated skill in independently composing written communication materials, for a variety 
of audiences, using correct spelling, grammar, punctuation, composition, text editing, and 
proofreading skills.  Demonstrated skill in writing concise, logical, grammatically correct, 
analytical or narrative communication/messages. 

 Skill in identifying the correct issues to be communicated, the appropriate audience, the method 
of communication, and the timing of the communication. 

 Ability to work with a diverse population at all levels, internal and external to the organization. 

 Ability to use discretion, tact and diplomacy, exercise good judgement, and maintain strict 
confidentiality. 

 Fluency in data (both quantitative and qualitative analysis) 

 Strong research and analytical skills to evaluate issues, develop solutions, and provide 
leadership in addressing complex and sensitive problems. 

 Excellent project management skills. 

 Skill in organizing tasks, documents and materials with efficiency and accuracy.  Ability to meet 
multiple deadlines and manage priorities effectively. 

 Strong time management/organizational skills. 

 Skill and experience in identifying and relating to contemporary issues in light of 
accomplishments by the organization. 

 Skill in establishing and maintaining cooperative, friendly and professional working 
relationships. 

 Other duties as assigned 
 
EDUCATION AND EXPERIENCE 

 Minimum five years demonstrated experience in donor cultivation and development 

 Experience in animal welfare, employed or volunteer. 

 Supervisory experience. 

 Education and/or experience equivalent to a bachelor’s degree in communications, business or 
other related field. 

 Experience raising support through philanthropic foundations. 

 Experience supporting capital or comprehensive campaigns in a nonprofit organization. 

 Experience using Donor Perfect or other CRM databases. 
 


