CASA of Kern County

Job Description

JOB TITLE:



Resource Development Manager 
REPORTS TO: 



Executive Director
STATUS:



Exempt
SALARY RANGE:


$48,000 - $52,000
PRIMARY FUNCTION:

The development director's primary responsibility is to oversee fundraising events and activities, including campaigns for major gifts, annual giving, individual giving, and donor relations. The development director may also be responsible for additional financial responsibilities, including developing business plans or strategic plans in collaboration with the board for the future of the organization. The development director is accountable to the Executive Director.  
KEY ROLES (Essential Job Responsibilities):

Resource Development
· Oversee event coordination and planning; includes training, coaching and supervising Events & Marketing Manager and other staff involved with event preparation i.e. front office staff.
· Work with CASA Executive Director to solicit corporations and civic groups for donations and other support. Includes and is not limited to acknowledgment letters and quarterly contact.
· Contribute to attaining financial support:
· Write grant proposals for foundation support and RFPs
· Develop and execute Major Gift acquisition campaign 
· Conduct research to identify the goals, net worth, history of charitable donations, or other data related to potential donors, potential investors, or general donor markets
· Develop or implement annual giving campaigns (Holiday Appeal) or direct mail programs, including Annual Report
· Write speeches, press releases, or other promotional materials to increase awareness of the causes, missions, or goals of organizations seeking funds
· Attend community events, meetings, or conferences to promote organizational goals or solicit donations or sponsorships.

· Monitor financial indicators and report monthly on income and expenses related to the approved budget (aka RDM Report). 
· Donor Relations: Developing constructive and cooperative working relationships with others, and maintain them over time. 
Strategic Planning

· Contribute to the planning and implementation of the strategic plan regarding activities relating to donor solicitations and other fundraising efforts.
· Research and assist in the ongoing sustainability of the CASA program, as it relates to resource and fund development.  
· Work with Fund Development committee in establishing long-range objectives and specifying the strategies and actions to archive them. 
RELATIONSHIPS:

Internal:  Maintains close, daily contact with Executive Director to exchange information, and to seek and give assistance, consultation and direction.  Maintains contact with financial staff and support staff.   Maintains verbal and written contact with all fund development and public relations committees.  Provides direct supervision and leadership of a group of staff and volunteers in carrying out CASA of Kern County’s development programs, including income and recruitment.   
External:  Maintain contact with community and corporate leaders, and CASA Board members to seek financial support. Support the Executive Director in media relations, including presentations.  
SKILLS/KNOWLEDGE REQUIRED:

· Bachelor’s degree from an accredited college or university, or equivalent experience.

· A minimum of two years work experience in a CASA Program or similar not-for-profit organization with an emphasis on fundraising, marketing, management, budgeting, community and public relations.

· Excellent verbal and written communication skills.

· Excellent organizational skills and ability to carry out complex and technical assignments independently and as part of a team; careful attention to detail.
· Knowledge of accounting principles as they relate to fundraising issues.

· Technical requirements:  advanced knowledge of MSWord; proficiency in Excel. 

DISCLAIMER:

The information presented indicates the general nature and level of work expected of employees in this classification.  It is not designed to contain, nor to be interpreted as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job.

CASA of Kern County provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics. In addition to federal law requirements, CASA of Kern County complies with applicable state and local laws governing nondiscrimination in employment in every location in which the company has facilities. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.
Send completed application cover letter and resume to: Colleen McGauley, Executive Director
CASA of Kern County

1717 Columbus Street

Bakersfield, CA 
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