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JOB ANNOUNCEMENT

Bill Wilson Center's mission is to support and strengthen the community by serving youth and families through counseling, housing, education, and advocacy. With an emphasis on youth development, Bill Wilson Center programs focus on building self-confidence and developing personal assets. For more information, visit us at www.billwilsoncenter.org.

June 3, 2014
JOB TITLE:

Development Manager – Community Resources Department

SUMMARY:

Under supervision of the Director of Community Resources, the Development Manager is responsible for donor cultivation, solicitation and stewardship, special events, and development planning.

ESSENTIAL DUTIES AND RESPONSIBILITIES:   

Donor Management:

· Participate in all aspects of individual giving, including identification, cultivation, solicitation, and stewardship of donors.

· Create and implement stewardship strategies for current and potential donors to help them maximize their giving and their involvement with BWC.

· Establish new donor relationships (individual, corporate, foundation, organizations, etc.); maintain the organization's current relationships.

· Organize donor cultivation events, and other engagement opportunities.

· Conduct face-to-face meetings with donors and prospects for cultivation and to solicit financial and in-kind gifts.  Assist in strengthening and increasing major donor groups from all segments of the community. 

· Collaborate and serve as a liaison to board members to actively engage the organization's leadership in the cultivation of new donors and implementation of agency's development plan. 

· Conduct research on new donor prospects and continue ongoing background research on current donors. Work with volunteers as needed to update the donor database with donor information. 

· Play a key role in maintaining the donor tracking system to enable development staff to accurately track cultivation and upgrading activities with individual donors and other constituencies.
Donor Management (cont.):

· Work with administrative volunteers to ensure accurate, timely, and personalized acknowledgement letters and donation updates are sent to all donors.

· Work with Marketing/Communications Specialist to assist in a plan for regular communication to donors to increase their knowledge of BWC. 
· Conduct regular tours of the agency and follow-up with attendees.  Recruit members of the community for tours.  

· In cooperation with the Director of Community Resources, establish annual goals and benchmarks.
Special Events:

· Plan and implement successful annual fundraising luncheon. Obtain sponsorships, recruit table hosts, update all event materials, and steward attendees from event into active BWC donors and volunteers.  

· Work with Communications Specialist on marketing materials, announcements or website updates as it relates to special events or donor relations.
· Lead the organization’s effort in direct mail appeals, including setting calendar, writing solicitation letters, integrating other forms of solicitations (on-line, crowd funding), and analyzing results.  
Development Efforts:

· Develop a solid understanding of, and be able to articulate, BWC's mission, programs, history, culture, values, key stakeholders, and finances, as well as how multiple constituencies and sources of funding can be integrated to generate revenue.

· Maintain up-to-date knowledge of the philanthropic landscape in Silicon Valley, especially as it relates to individual donors, corporate donors, giving trends, and charitable contributions.

· Represent Bill Wilson Center at fundraising and community events as required. Attend community events and meetings to connect with potential donors and volunteers for BWC. 

· Staff the Board Development Committee.

Other Duties:

· Other duties as may be assigned.

· Ensure that any BWC vehicles used are kept tidy and that any maintenance or safety issues are reported to the Facilities Manager immediately.

· Ensure that site is neat and tidy and report all maintenance or safety issues to manger or Facilities Manager immediately.

· Regular attendance is a requirement of the position.

SUPERVISORY RESPONSIBILITIES:    


This job supervises numerous volunteers and a Temporary Administrative Assistant for Building Dreams.

QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform all essential duties and responsibilities satisfactorily.  Bachelor’s degree from a four-year college or university; or equivalent combination of education and experience and 3-5 years successful fundraising experience with proven success in securing individual and corporate gifts.  Experience engaging donors.  Strategic thinker with excellent leadership and organizational skills with the ability to work at both a strategic level as well as a tactical level.  Absolute attention to detail and ability to multi-task with precision.  Dynamic, high-energy, tenacious approach to promoting the well-being of the youth of community; an engaging personality that can cultivate strong relationships and work successfully in partnership with staff, volunteers and major donors.  Demonstrated ability to work effectively in a collaborative team environment with a wide range of work styles.  Excellent verbal and written communication skills.  Excellent computer skills.  Knowledge of Sage/Abila database a plus.  Valid California driver’s license with access to a personal vehicle with current insurance that can be used for company business. Fingerprinting/background check as required by the Department of Justice and/or Title XXII regulations. 

SALARY RANGE:
Depending on experience. Benefits include employer paid Medical, Dental, Life Insurance, Long Term Disability and Employee Assistance Program as well as access to Flexible Spending Account for Health and Dependent Care, Retirement Plan with discretionary Employer Contribution, generous Personal Time Off (PTO) Plan and Paid Holidays.  

SEND RESUME AND LETTER OF INQUIRY:

BILL WILSON CENTER

ATTN:  RESUMES

3490 THE ALAMEDA

SANTA CLARA, CA 95050

FAX: (408) 246-5752

EMAIL: resumes@bwcmail.org

EEO

Bill Wilson Center is an Equal Opportunity/Affirmative Action Employer.

This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.  Because of a need to remain responsive to the needs of our clients and our Agency’s operations, responsibilities may be modified at any time.
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