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Job Description
Department: Development
Position: Director of Development
Reports to: Executive Director
Summary: The Director of Development is responsible for overseeing all fund-raising and community relations for the Lexington Rescue Mission. This includes managing the organization’s annual campaign, including coordinating donor appeals and newsletters, acquiring new donors, reactivating lapsed donors, and increasing donor retention. The Director of Development also oversees annual fund-raising events, grant writing and reporting, planned giving, and database management. This position is also responsible for community and media relations and oversees our volunteer program. As the Director of the Development Division, this person manages two full-time fund-raising staff.  
Responsibilities: 
1. Coordinate annual direct mail campaign with Delia Martin Agency to cultivate current donors, acquire prospective donors, and reactivate lapsed donors. Provide donor files and reports, edit fund-raising appeals, write newsletter articles, and capture client testimonies to give Delia Martin Agency in a timely manner. Also, ensure all donors receive an annual giving statement by January 31 each year.
2. Coordinate community relations, including creating and implementing an annual media plan for radio, television, and print publications that bolsters the direct mail campaign. Manage the organization’s website, social media, e-mail marketing, and online profiles (GuideStar, Charity Navigator, GoodGiving.net, GreatNonprofits.org, etc.) to accomplish fund-raising objectives and strengthen the mission’s reputation in the community. Ensure client testimonies and stories are captured on video to support these efforts.
3. Plan and implement special events, including the fall banquet and silent auction, 
the Walk for Warmth, and donor reception to meet fund-raising goals, cultivate relationships with donors, introduce prospective donors to the ministry and give God glory.
4. Provide guidance and oversight for the Director of Donor Relations, who manages the major gifts program. Assist him in identifying funding needs, developing case statements and communication pieces, utilizing the donor database to efficiently manage his caseload, and connecting to major donors. 
5. Lead and manage the Development Coordinator, who is responsible for cultivating mid-level donors, church supporters, and donors considering planned gifts. Assist her in setting goals and objectives, developing strategies, and implementing those plans to grow revenue, increase donor retention, acquire new donors, and obtain planned gifts. Also, provide her guidance as she manages the AmeriCorps VISTA Volunteer Coordinator, who is responsible for overseeing the volunteer program.
6. Coordinate and manage efforts to reactivate lapsed donors using a telephone campaign to achieve the annual goal of overcoming the donor attrition rate.

7. Coordinate the new donor bonding campaign to encourage first-time donors to 
give a second contribution and become loyal donors to Lexington Rescue Mission.   

8. Coordinate the receipt of non-cash gifts, such as vehicles, property, and appreciated securities, with donors as detailed in the Gift Acceptance Policy. Work with our partners at National Christian Foundation of Kentucky to accept these gifts, as needed.
9. Manage monthly giving club, the Bread & Life Circle, to recruit new members, ensure current members who respond via mail receive the in-house, monthly mailing, and update credit card and ACH information as needed for donors whose gifts are deducted electronically. Coordinate appreciation efforts for monthly giving club members.

10. Develop and implement an annual grants calendar to apply for funding from private foundations, corporate giving programs, and the government, as best fits the needs of the mission and as funding is available. Ensure funders receive proper recognition for their grants, maintain the necessary records and submit the required paperwork once funding has been received.
11. Maintain accreditation through the Evangelical Council for Financial Accountability (ECFA) and support the Executive Director in maintaining accreditation through the Citygate Network. 

12. Provide the highest quality donor care, including responding to changes in donor information, donor requests, and donor complaints. Train the development team and the staff, as a whole, to ensure everyone provides quality customer service. 
13. Increase the visibility of the mission by attending mission fairs and community events, speaking to church groups, businesses, civic groups, and school groups, 
and networking with current and future donors at events hosted by groups such as ROSM, Commerce Lexington, and Local First Lexington.
14. Develop and update marketing materials as needed, including an annual report, mission brochure, program brochures, presentation boards, magnets and flyers.  Ensure that up-to-date and quality photographs are available for these materials by arranging for photographers to shoot special events and at all mission locations.
15. Ensure the DonorPerfect Online database is maintained and donor information is accurate and securely stored. Ensure DPO conducts an NCOA update of the donor data, as required by the United States Postal Service, on a quarterly basis. Oversee donor data entry to ensure gifts are recorded and receipts are issued daily.
16. Participate in weekly meetings with the directors of each program division, the associate director, and the executive director to set annual goals and strategies, create and monitor budgets, solve problems, handle personnel issues, measure outcomes, define our organizational values, maintain accreditation, and create a rich and positive working environment. 
Qualifications: 
Personal 

Organized, pays close attention to detail, strong team player, connects with people, able to manage multiple priorities, and is passionate about the ministry of the Lexington Rescue Mission. 
Education and Experience
A bachelor's degree and three to five years of fund-raising experience is required. Experience in managing fund-raising and communications for an organization with 
a budget exceeding $1 million is preferred.  Supervisory experience is also helpful.

Knowledge 

Understanding of effective fund-raising and marketing practices and professional ethics. 

Skills and Abilities 

Excellent interpersonal communication and public speaking skills; strong writing and graphic design skills; ability to effectively use donor software; ability to manage staff and volunteers; administrative skills; and ability to develop and implement both short-term and long-range plans. Driving for Mission business is required.

