Santa Barbara Museum of Natural History

Position Description


Title:


Development Officer: Individual Giving 

Classification:

Full-time, Exempt 

Department:

Development

Reports To:

Director of Development
Created:

October 20, 2011 

Position Summary: This full-time position is designed to support the development efforts of the Board, the Development Committee, and the Director of Development. It reports to the Director of Development. The major areas of accountability for this position are the successful organization and execution of the upper level membership campaign. This position maintains a portfolio of donors and prospects ($1,000 and above), conducts research and prospect analysis, and makes face-to-face asks. This position works closely with the Membership Manager to steward members into the upper levels. The position is accountable for a financial goal each year and for stewarding donors and prospects through the “donor continuum” toward higher levels of giving and deeper levels of connection to and relationship with the the Museum.

Specific Responsibilities:
· Develops and implements strategies to maximize annual contributed support through the management and continual improvement of the newly created upper level membership "Circles"
· Creates an annual plan and timetable for reaching goals
· Identifies, cultivates, and successfully solicits donors as annual donors 

· Establishes positive, long-term relationships with donors

· Prepares necessary documentation for upper level membership "Circle" members and manages fulfillment of all benefits

· Conducts and arranges for tours of the Museum as a means of education, cultivation, and stewardship of prospects and donors
Additional Office Functions:
· Attends volunteer and staff meetings, as needed or as assigned

· Attends Museum events, as needed or as assigned
· Attends Development Committee meetings of the Board of Trustees, as needed or as assigned

· Utilizes Raisers Edge database, spreadsheets, and written documents to produce standard and ad hoc reports which are used to chart progress to goals and for planning

· Contributes to writing and production of a donor newsletter

· Works with other members of the fund raising team to create and implement annual plan to reach targeted fund raising goals

· Provides additional management support to the Museum’s development efforts, represents the Museum at conferences and events, and performs other duties as assigned by the Director of Development

Essential Requirements:

· At least five years’ experience in a fast-paced, deadline oriented development department with a history of increasing responsibility
· Specific experience in planning and executing annual campaigns, prospecting, donor acquisition, and stewardship
· Success in writing solicitations 
· Experience in and comfort with making face-to-face solicitations
· Degree in related field
· Communicates effectively both verbally and in writing with superiors, colleagues, and individuals inside and outside the Museum
· Must have access to a car and be available for contact by phone
· Must have exceptional database and word processing skills, as well as proficiency in the Microsoft Office Suite, and display high attention to detail and accuracy
· Must be able to multi-task, be highly organized, maintain poise under pressure, be a highly-motivated self-starter, and display strong time management and planning skills
· Must maintain a professional appearance
Work Environement:

· General office environment with occasional work throughout the Museum’s facilities (auditorium,  exhibit halls, and collections and research center) and outdoors

· Significant computer and telephone work (repetative movement – typing)

· Frequent sitting, standing, walking, bending, and climbing stairs with occasional lifting of light loads (10lbs)

The incumbent must be able to perform each requirement of the position as outlined in the job description. Essential Requirements are representative and are essential for satisfactory job performance. The Work Environment characteristics are representative of those that may be encountered while on the job.  The Museum will make reasonable accommodations to enable individuals with disabilities to perform the essential functions of the position.
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This position description accurately describes the critical and important duties assigned to this position.
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