                                              Suffolk County Community College             ATTACHMENT  IV
Administrative Director for Development
Position Description
The Administrative Director for Development reports to the Vice President for Institutional Advancement.  Specific responsibilities include:

1. Directs and manages the Foundation’s calendar of special events, inclusive of fund-raising and friend-raising activities, as well as donor recognition and appreciation events.  

2. Oversees the daily management and operation of the Foundation Office, including donor gift acknowledgements; correspondence; budget and internal control; review of vouchers; analysis and review of financial information; report preparation and assuring the proper recording of transactions affecting the assets of the Foundation. 
3. Provides institutional leadership for all fund-raising campaigns, programs and activities. 
4. Coordinates the work of the Foundation’s development team to ensure the appropriate implementation of its comprehensive development program.  
5. Represents the College in networking opportunities that serve to effectively identify and cultivate prospective business and individual contributor relationships.

6. Solicits contributions and other support from businesses, organizations and individuals, including College staff, retirees and alumni.  Meets annually established fund-raising goals.  
7. Initiates and manages a program of effective stewardship including regular contact with major donors and recurring contributors in order to promote new initiatives and retain and maximize annual giving to the Foundation.
8. Actively participates in the Board process of identifying and soliciting individuals for Foundation Board membership and other partnership opportunities that may be beneficial to the College and the Foundation.
9. Organize and utilize committees and volunteer relationships to maximize fundraising goals and achieve cost efficiencies. 

10. Represents the College and Foundation at functions and events, as well as through personal, professional and organizational affiliations. 
11. Participates, as directed, in Foundation Board executive committee meetings.

12. Completes other assigned duties, projects and programs. 
Minimum Qualifications:

Relevant experience in higher education and fundraising required.  Bachelor’s degree required, master’s degree preferred. A senior administrator with progressive experience in all fields of development, inclusive of budgeting, planning and implementation. Must be proficient in all Microsoft Office Suite applications.  Accounting experience and proficiency with Raisers Edge database preferred.  

