RESPOND, Inc

JOB DESCRIPTION

JOB TITLE:
Director of Development and Communications


REPORTS TO: Executive Director 


DEPARTMENT: Administration

LOCATION OF JOB:
 Community Service Center 
JOB CLASSIFICATION: Exempt

POSITION OVERVIEW:  

The Director of Development and Communications creates and implements a fundraising and communications strategy that increases revenue streams as well as promotes the profile of the agency.  The Director of Development and Communications serves as a member of the senior management team and provides strategic vision and leadership that ensures the continued delivery of services to the community RESPOND serves. Through grant writing, major donor and individual giving initiatives, events, direct mail appeals, corporate and government relations the Director of Development and Communications will focus on the identification, cultivation, solicitation and stewardship of funding sources and key partnerships. Through the development and dissemination of electronic and printed media, the Director of Development and Communications will be responsible for maintaining donor engagement through on-going communication strategies which increase the visibility of RESPOND and create awareness of the serious public health issue of domestic violence. 

PRIMARY RESPONSIBILITIES:
Fundraising and Development:
· In collaboration with the Executive Director, prepare a comprehensive annual development and communications plan with specific and measurable revenue and non-revenue goals.  Over see the implementation of that plan and provide the Executive Director and Board quarterly reports of progress. 
· Maintain and expand the agency’s donor base including tactical management (entry, maintenance, systems, etc) to strategic leadership (cultivating past donors, welcoming new donors)

· Cultivate broad community support through multiple channels including direct mail appeal, annual events, grant writing, social media outlets, etc.  This entails at top to bottom review of the effectiveness of the fund/friend raising efforts, development of a plan for optimizing the effectiveness, adding new initiatives as appropriate and working closely with volunteers and stakeholders. 
· Creating clear marketing objectives, managing relationships with the press, issuing press releases and proactively managing RESPOND’s response to current events and domestic violence and other incidents in the media. Draft, design and distribute RESPOND’s news letter, e-news letter, brochures, web site content and other communications as appropriate. 

· Operate as a Senior Leaders within the agency, serving as the Administrator on Duty on an as needed basis. 
· Supervise Development Staff and Volunteers as required.  
· Other duties as required.
QUALIFICATIONS AND EXPERIENCE: 

· Previous experience and proven track record in working with a humanitarian organization with progressive development experience, a record of raising funds and agency awareness.
· 5-8 years or more experience in management with progressive development experience responsibilities.
· Excellent oral and written communication skills.
· Proven leadership ability in order to lead teams. 

· Proven ability to work under pressure and solve problems in a fast paced environment
· Demonstrated ability to work effectively both as part of a team and independently.

· Undergraduate degree

SPECIAL SKILLS REQUIRED: 
· Sensitivity to the needs of survivors of domestic abuse and their children and the ability to relate to a diverse population.
· Ability to express oneself clearly verbally, in writing, and through public speaking. 
· Ability to perform multiple tasks at one time.
· Excellent organizational skills.

· Ability to identify a need and develop strength based programming to further the mission of RESPOND to end domestic violence. 

· Access to a personal vehicle and possession of a valid driver’s license, and a willingness to travel within RESPOND’s service area. 
· Knowledge of Microsoft application, ADP, fundraising software and data base management. 
WORKING CONDITIONS:

The Director of Development and Communications regularly works a 9:00 am- 5:00 pm, Monday through Friday.  RESPOND provides services 24 hours a day, 365 days a year. As such, the Director of Development and Communications may be required to work an irregular schedule, including days, nights, weekends and holidays depending on agency needs.

This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position. Employee(s) will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. 

This document does not create an employment contract, implied or otherwise, other than an "at will" relationship. 
