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Director of Development 
 

Position Summary: The Director of Development will be responsible for the day-to-day 

planning, implementation and coordination of a comprehensive development effort to enhance 

and diversity revenue streams.  

Reports to: The Executive Director 

Essential Duties and Responsibilities:  

Identify research, cultivate, solicit, secure and steward new and exciting funding sources.  

Design, Implement, and maintain innovative fundraising programs including annual fundraising 

programs, special events and programs, United Way, business, corporate, and foundation 

partnerships, church partnerships, major gifts, and planned giving. 

Writes and submits grant proposals; ensures timely submission of proposals, budgets, updates 

and project reports to corporate and community foundations. 

Create and implement stewardship strategies for the purpose of obtaining private donations, 

retaining and upgrading donors. 

Provide staff leadership to major special event(s) including supporting committees work, 

promoting and soliciting sponsorships, recruiting volunteers and supporting their efforts, 

promoting the event(s) internally and externally, creating and implementing a work plan and 

assessing the event in a professional and timely manner.  

Participates in strategic planning, program planning, and overall promotional activities 

Ensures development records are maintained, timely acknowledgements are sent, donor and 

prospect files and database maintained.  

Analyzes database reports and queries for prospect management, fundraising process, gift 

solicitation and donor communication mailings   

Works closely with the Director of Marketing in the development of all major publications: 

including newsletter, the Annual Report, the ACM website, annual appeals and other 

promotional and advertising material.  

Assists the Board with recommending potential new board members 
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Assumes responsibility for all Development reports to the board and attends all board meeting.  

Maintains board records (minutes) and ensures their accuracy acting as the board secretary. 

May supervise support staff and/or COSA intern(s). 

Performs other tasks as assigned 

Qualifications: 

 Bachelor’s Degree required 

 Personal investment in demonstrated Christian faith  

 Minimum of 2-3 years successful experience in charitable fund development 

 A valid Pennsylvania driver’s license and proof of insurance 

 Through knowledge of fundraising principles and demonstrated success in securing 
private gifts from a variety of sources 

 Member of local fundraising organization (AFP) 

 Excellent writing, public speaking, and interpersonal skills 

 Ability to work on numerous projects concurrently while achieving results and deadlines 
with a positive attitude and professional demeanor 

 Ability to maintain high level of confidentiality  

 Ability to work as a leader and part of a team 

 Experience with MS Excel, Word, Power Point, Publisher and web-based content 
management system required: fundraising database preferred (Donor Pro)  

 Act 33/34 and FBI clearances  
 

 

 

 


