[image: image1.jpg]Qeop\e. C.h .
{_2&@ @ ‘9'5.
§ AiAIk %
I 7]

nmecaa




POSITION DESCRIPTION

TITLE:



Director of Advancement
POSITION OVERVIEW:

The Director of Advancement is responsible for the general oversight and day to day operation of all development operations including, but not limited to, fund development/ fundraising activities, marketing, promotion, special events, related policies and procedures, record keeping, and support for the marketing and fundraising volunteers. This position provides the primary leadership and holds the primary responsibility for securing sufficient funds to realize NMCAA goals and objectives.   This position requires a close working relationship with the Executive Director, and the NMCAA Outreach Committee and the NMCAA Philanthropy Committee. 
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES: 
Fund Development

· Plans (with the input of the Executive Director, NMCAA Board, and/or Philanthropy Committee) and oversees all fund development activities of NMCAA.

· Leads the creation of an annual fund development plan based on multi-year fund development action plan and strategic plan. 
· Makes personal calls on prospective donors.

· Prepare quality grant requests, working collaboratively as appropriate with Executive Director and/or other agency management. 
· Plans and attends NMCAA functions including special events for fund raising purposes.

· Prepares reports for Board and Executive Director as required and necessary.

· Assists in the orientation of new Board members, volunteers, and committee members as necessary.

· Leads the selection, development and maintenance of a donor database

· Identifies planned gift prospects

· OVERSEE: Development and maintenance of comprehensive schedule of funding opportunities, deadlines, follow-up activities and reporting requirements for grants received; maintenance of NMCAA calendar of events and coordinating scheduling of fundraising activities, meetings, etc.; maintenance of all donor and fund development records.

Donor Stewardship (Develop and Oversee system which includes):

· Accepts gifts from donors and assures that receipts and thank you letters are sent promptly and according to policy

· Responsible for saying Thank You on a timely basis to donors

· Responsible for organizing the Board of Directors and other volunteers to help NMCAA say “Thank You” and involve the Board in other meaningful ways to expand the circle of support.  

· Monitors NMCAA compliance with donor gift intent.  

Marketing (Develop, Oversee Participate in system which includes):
· Regular meetings with the Outreach Committee to develop and execute a marketing program for NMCAA

· Prepares and updates content for the NMCAA website

· Works with appropriate staff and consultants to create all NMCAA collateral materials including, but not limited to, brochures, newsletters, special projects, and annual reports.

· Develops and implements social media and electronic communications to key audiences

· Meets as needed with consultants, including photographers, videographers, web master/web liaisons, to complete assignments.

· Develops and distributes press releases 

· Develops newsletters and annual reports
· Maintaining mailing lists/ data base
Community Awareness

· Talks to the general public through television, radio and print medias.

· Schedules regular presentations to service clubs, community groups and potential funding organizations– both off and on-site.  Provides consistent messages to educate and recruit new support.

Other duties as required
· Completes all other assignments as required by the Executive Director and/or Board.
KNOWLEDGE, SKILLS AND ABILITIES

Demonstrates professional competency and skills in:

· Working with a wide range of constituents including donors, volunteers, staff, Board members, program participants and partner organizations
· Financial management, reporting and budgeting
· Knowledge of applicable laws, regulations related to fundraising 

· Project management 

· Communication, both written and oral, to effectively convey information to a  wide variety of constituents, agencies, to prepare written appeals, contracts and reports as well as strong presentation skills

· Fund development, including securing contributions from private donors

· Use of progressive fundraising techniques including online and social media strategies

· Use of computer programs for e-mail, power point, word processing, spreadsheets, and database management. 

INTERPERSONAL SKILLS 
· Commitment to high ethical standards and a high level of integrity

· Good listener/ receptive to suggestions and input
· Attention to “people development” on every level: board, staff, program participants and volunteers
GENERAL REQUIREMENTS
· A Bachelor’s Degree or related experience is required

· 3 or more years of experience in fundraising

· Demonstrated success in increasing revenue from fundraising

· Must possess a valid Michigan driver’s license and provide evidence of auto liability insurance. 

Reporting Relationship:

Executive Director

Compensation:


Exempt status; salaried; annually
Grade:




D
Hours:
Regular business hours; some evenings and weekends
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