THEATRE LAWRENCE JOB DESCRIPTION

Description:

Theatre Lawrence has recently raised $6.5 million in a capital campaign and will be transitioning to a new theatre and education facility in the next year.  The Theatre seeks a Development Director to implement a comprehensive fundraising program, including stewardship activities involving the ongoing capital campaign, and in growing the Annual Fund Program which secures small, medium and large donations.  

Responsibilities:

· The Development Director has primary responsibility for developing and maintaining ongoing  relationships with donors based on the organization’s values and mission. 
· The Director of Development is responsible for directing the professional Identification, Cultivation, Solicitation and Appreciation of donors for the Annual Fund Program.
· The Development Director will oversee corporate, individual and foundation giving programs for Theatre Lawrence.
· Work with Executive Director to plan and implement Annual Fund Program.
· Personally cultivate and solicit individual donors with the support and involvement of members of the Board of Directors as appropriate.  Plan and coordinate the recognition and stewardship of these donors.

· Personally cultivate and solicit area businesses and vendors with support and involvement of members of the Board of Directors as appropriate.  Plan and coordinate recognition and stewardship of these underwriters and sponsors.
· Identify potential private and public grantors.  Prepare, submit and follow up on proposals that meet the Theatre’s program objectives and operating needs. 

· With the appropriate board committees help plan and coordinate a signature special event to engage new donors and to advance relationships with current donors.

· Ensure accurate and timely processing of contributions, pledges and in-kind donations.

· Provide Donor Stewardship management via gift acknowledgments, pledge reminders, invoices and other correspondence.

· The position will function as part of the Theatre’s management team.  The position may occasionally require evening or weekend activities. 

Qualifications:

Bachelor’s degree with 3+ years’ experience with non-profit fund-raising.  Requires high energy, flexible, self-motivated and organized person who can communicate organization’s vision and philosophy.  Excellent verbal and written communication skills as well as time management skills a must.  Proficient in word processing, data base management and spreadsheet software.

