Job Description [Parish Name]

Job Title:  Director of Advancement			FLSA Status:	Exempt (Salaried)

Reports to:  Pastor
								

I.  JOB SUMMARY

The Director of Development is responsible for advancing the fund-raising activities of the parish. Working with the pastor [and Principal], the Director of Development also supervises and directs the activities of the development office. The position is expected to use personal judgment in carrying out routine duties and responsibilities.

This job description reflects management's assignment of essential job responsibilities; it does not prescribe or restrict the tasks that may be assigned.  All the duties and standards within this job description will be performed according to the established policies, procedures and guidelines.

II.	ESSENTIAL JOB RESPONSIBILITIES

1. Prepare an annual budget for the Development Office and monitor all office expenditures during the year.
2. Prepare annual fund raising goals and objectives within the operating budget.
3. Design and direct the fund raising programs, including annual giving, special gifts, capital campaigns, special events and planned giving.
4. Identify and cultivate potential major donors, including individuals, corporations, and foundations.
5. Cooperate with the Pastor and Principal in coordinating the mission and image of Our Lady of Perpetual Help.
6. Submit an annual report to the Pastor and Principal on the state of the Development Office and monthly reports at regularly scheduled Finance Council (Advisory Board) meetings.
7. Maintain professional affiliations and enhance professional growth and development to keep abreast of the latest trends in education and fund raising.
8. Manage the daily activities of the Development Office to include:
a. The posting and deposit of all gifts and pledge payments received,
b. The timely acknowledgment of all gifts and pledge payments received,
c. The mailing of monthly pledge reminders,
d. The updating and maintenance of lists including current information on parishioner and alumni members.
9. [bookmark: P20_1015]Assist Pastor and Principal with various projects as requested.
10. Regular attendance and punctuality is essential for this job.

III.	OTHER POSITION RESPONSIBILITIES
1. Complies with federal, state and local safety laws.
2. Maintains a neat and safe work area.
3. Perform other duties as assigned.


IV.	 BASIC QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Required: Compliance with BCI&I background checks and completion of Protecting God's Children program prior to beginning employment. Must be a member of a Roman Catholic parish community with an active and deep Roman Catholic faith. 

Education: Baccalaureate degree in business administration required; Communication major preferred.

	Experience: 3 to 5 years related philanthropic experience is required.  

	Job Related Skills:
1. Ability to communicate effectively both in written format and oral presentation.
2. Demonstrated knowledge and success of non-profit fundraising and alumni activities.
3. Excellent short- and long-range planning strategic planning skills.
4. [bookmark: P18_1933]Ability to multi-task and establish priorities.
5. [bookmark: P19_1985]Strong creativity for developing and implementing new fundraising initiatives.
6. High level of integrity and professionalism.
7. Proven ability to interact with the community and alumni in developing philanthropic relationships.
8. [bookmark: P20_2049]Exhibits initiative, responsibility and flexibility. 
9. [bookmark: P21_2118]Ability to maintain flexible attitude and approach towards assignments and successfully operate under appropriate guidelines.
10. Willingness to provide “hands on” work. 
11. [bookmark: P22_2246][bookmark: P23_2372][bookmark: P24_2472][bookmark: P25_2534][bookmark: P26_2620]Ability to understand donor database management. 
12. Demonstrated commitment to Catholic Education.

	Interpersonal Skills:  Excellent interpersonal skills including listening and the ability to remember names, faces and constituent giving history.

	Working Environment: The ability to maintain all information highly confidential.


V.	PHYSICAL MENTAL REQUIREMNTS

The Physical Demands Strength Rating reflects the estimated overall strength requirement of the job.  It represents the strength requirements, which are considered to be important for average, successful work 	performance.  The strength rating is expressed by one of the following five terms.  
	
	Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly (Constantly: activity or condition exists 2/3 or more of the time) to move objects.  Physical demand requirements are in excess of those for Sedentary Work.  Even though the weight lifted may be only a negligible amount, a job should be rated Light Work (1) when it requires walking or standing to a significant degree; or (2) when it requires sitting most of the time, but entails pushing and/or pulling of arm or leg controls; and/or (3) when the job requires working at a production rate pace entailing the constant pushing and/or pulling of materials even though the weight of those materials is negligible. 



1

