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JOB DESCRIPTION 
DIRECTOR OF DEVELOPMENT 
HUMAN SERVICES ORGANIZATION 
LYNN, MA 
 
Summary 
One of the largest nonprofit agencies in Lynn, MA, the XYZ Organization seeks a 
seasoned, dynamic Development leader to establish and advance the agency’s 
fundraising operation.  XYZ’s mission is to revitalize Lynn by investing in community 
and human development to help build the strong, sustainable communities in which 
we all want to live. 
 
XYZ’s recently completed strategic plan considerably expands the institution’s 
activities. As such, a tremendous opportunity has emerged for a skilled fundraiser with 
a track record of success to develop an array of revenue sources to support these 
ambitious funding priorities. 
 
About XYZ Organization 
For the past 25 years, XYZ has provided critical services to the region’s poorest and 
most vulnerable residents, helping those who have been hurt and marginalized by the 
faltering local economy and the resulting loss of jobs.  Today, this $6.5-million service 
delivery enterprise works with nearly 1,000 vulnerable children, teens and adults 
annually through supportive housing, job training programs, community arts initiatives 
and support for new micro-businesses launched by Lynn residents. 
 
To steer the organization through this dramatic growth, XYZ’s leadership team 
completed a strategic plan in 2011.  One major goal identified during that process was 
the need to secure sustainable philanthropic funding by hiring an experienced full-
time Director of Development--a position that has not yet existed in the organization. 
 
About the Director of Development position 
This newly created role offers the incumbent great latitude to build the job as s/he 
sees fit within this fast-paced and fluid work environment. The Director of 
Development will report to XYZ’s Executive Director and work closely with the 
Communications Director, Volunteer Coordinator, and Social Media Coordinator. 
 
The Director of Development plans, directs, and coordinates all Development activities, 
including major fundraising activities and special projects, by performing the following 
duties personally and in concert with colleagues, volunteers, and vendors. 

Essential Duties and Responsibilities: 
• Assess and identify potential revenue streams, including individuals, 

foundations, companies, and funding agencies at all levels of government. 
• Create fundraising plan and set realistic but ambitious incremental revenue 

goals for years 1, 2 and 3. 
• Create infrastructure for fundraising operations. 
• Strategize and orchestrate methods of approach to prospective donors. 



XYZ ORGANIZATION DIRECTOR OF DEVELOPMENT JOB DESCRIPTION 
Updated 2.24.2012 

 
• Research public and private grant sources (agencies, corporations and 

foundations) to identify sources of restricted and unrestricted funding.  
• Organize solicitation drives for pledges of ongoing support from individuals, 

corporations, and foundations.  
• Produce high-quality solicitations/support materials for top donors. Cultivate 

prospective donors by producing specialized correspondence and by arranging 
for in-person visits. 

• Supervise and coordinate activities to maintain electronic and paper records of 
contributors and grants. Maintain security and quality controls. Generate 
queries, reports, exports and any other collection data as needed. Manage any 
related vendors.  

• Create various communications such as the annual report, general boilerplate, 
general PowerPoint presentations, government relations, executive 
correspondence and speaking points. Produce fundraising-related web content 
in collaboration with the Communications Director. 

• Train and lead staff, board and volunteers to support fundraising efforts. 
 
Additional Requirements: 

• Undergraduate degree required. 
• A minimum 10 years of experience in frontline fundraising in one or more of the 

following areas: principal/major gifts, corporate and foundation relations, or 
annual giving. 

• A proven record of increased fundraising success and bottom line responsibility.  
• A keen understanding of and experience interfacing with additional areas of 

fundraising, particularly special events and donor relations. 
• Experience managing teams, volunteers and/or vendors. 
• Proven ability to build a prospect pipeline tracking system using fundraising 

databases such as Raiser’s Edge, PledgeMaker, Advance or similar. 
• Strong verbal communications skills and demonstrated ability to write clearly 

and persuasively.  
• Demonstrated ability to think strategically and thorough understanding of 

strategic development.  
• Demonstrated ability to prospect, cultivate, and manage prospects and donors. 
• Strong partnership-building skills.  
• Thorough understanding of all components of a diversified funding base.  
• Strong computer skills and knowledge of database programs and social media. 
• Flexibility, excellent internal and external customer service and sense of humor. 

 
Competitive salary commensurate with experience. 
Benefits include: health, dental, vision and 401k. 
 
 
 
 


