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Attachment VII

Director of Development

The Director of Development is responsible for implementing identification, qualification, cultivation, solicitation and stewardship strategies for prospects and donors in order to secure gifts to the Foundation.  This position interacts with a wide variety of benefactors, community members, alumni, faculty, staff, students, administrators, Board members and friends of the College to meet revenue goals for support of Foundation initiatives.  The Director of Development reports to the Executive Director of the Foundation.  The primary responsibilities of this position are as follows:

1. Develops 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. In coordination with the Vice President for Institutional Advancement and the Executive Director of the Foundation, establishes and meets annually established fundraising goals for generating new gifts and pledges. 

3. Solicits contributions and other support from businesses, organizations and individuals, including College staff, retirees and alumni.
4. In coordination with the other members of the development team, schedules and participates in face-to-face solicitation of donors and prospects.

5. Expands annual fundraising revenue (unrestricted and restricted) from current and new donors.
6. Cultivates and nurtures relationships with current and prospective donors and stakeholders.

7. Maintains accurate records of all donations and interfaces with the Foundation office staff to ensure proper accounting of donations.  Prepares and issues acknowledgement letters for all donations.

8. Researches prospects and writes gift solicitation proposals.

9. Manages an annual plan for solicitation.
10. Makes informational presentations to internal and external groups and organizations.

11. Represents the College and Foundation by taking advantage of networking opportunities with personal, professional and organizational affiliations, and in attending functions and events that serve to effectively identify and cultivate prospective business and individual contributor relationships.  
12. Initiates and manages a program of effective engagement and stewardship, including regular contact with alumni, donors and recurring contributors in order to promote new initiatives and retain and maximize giving to the Foundation by proactively and systematically indentifying and cultivating new prospects.

13. Plans, builds and manages the infrastructure for individual giving, including the establishment of goals and processes that will ensure maximum effectiveness and fundraising best practices.

14. Performs other related duties as assigned by the Executive Director.

Minimum qualifications for this position include a master’s degree in Business, Communications or other related field and five or more years of progressive development experience, preferably in higher education and in the Long Island market.
