
 
 

JOB DESCRIPTION 
 

POSITION:  Director of Development 

REPORTS TO:  Executive Director    

DATE:   November 2, 2019    

 
 
 
With the Executive Director, the Development Committee and Board leadership, the Director of Development  LEADS 
the organization and its volunteers to increase the public and private support of CBC’s mission and programs; DEVELOPS 
inspiring and achievable annual fund goals; MANAGES a volunteer-driven fundraising program; IMPLEMENTS a 
comprehensive annual fundraising plan;  BUILDS a major gifts program; MANAGES prospects, ASSISTS in planning and 
coordinating small volunteer or donor gatherings; TRAVELS to visit with donors and volunteers; DEVELOPS solicitation 
strategies, and COMMUNICATES with the Executive Director and Development Committee. 
 
 
 
 
CREATES a team fundraising approach with the Boards and staff, and provides the leadership to actively engage 
fundraising volunteers to accomplish annual fundraising goals. 
 
DEVELOPS processes and is personally involved in identifying, cultivating, and soliciting financial support from 
individuals, foundations, businesses and corporations. 

 
PROVIDES stewardship and PERSONALLY FOSTERS RELATIONSHIPS among various constituencies to increase financial 
support. 
 
CREATES and EXECUTES a strategy for large, sustained base of annual individual donors. 
 
DEVELOPS and TRACKS proposals and reports for all foundation and corporate fundraising. 
 
MANAGES a prospect list and committee of volunteer solicitors and CULTIVATES participants in development process. 
 
IDENTIFIES potential business sponsors and the appropriate targets for funding specific projects or events. 
 
MANAGES the implementation of gift acceptance policies and ADVISES the Development Committee in annual review 
and updates of the policy. 
 
OVERSEES staff responsible for data entry and gift processing to ensure timely completion of donor recognition. 
 
MONITORS progress toward short and long-term fundraising strategy and goals, and PREPARES REPORTS periodically for 
the Executive Director and Development Committee for status updates, strategizing, goal setting and board meetings. 
 
OVERSEES fundraising communications strategies for CBC’s target audiences including camper families, donors and the 
island community. 
 

 GENERAL RESPONSIBILITIES 

RESPONSIBILITIES PERFORMED BY THE INDIVIDUAL 



CHARTS the course of annual events and PROVIDES OVERSIGHT of all related activities and operations which includes 
supporting and working closely with the Ladies Who Loonch and Summer Soiree committees (and any other new 
fundraising committees); 
 
With the Executive Director, SERVES as a spokesperson for special events and other public speaking/publicity 
opportunities. 
 
PUBLICLY REPRESENTS the organization, CULTIVATES relationships with community members, including prospective 
volunteers and supporters to build awareness of and commitment to Camp Beech Cliff’s mission. 
 
ASSISTS, DIRECTLY PARTICIPATING and SUPERVISING where appropriate, with the maintenance and expansion of the 
organization’s database of supporters. 
 
ASSISTS in CREATING and EXECUTION of the annual direct mail solicitation. 
 
COORDINATES alliances with other MDI organizations and businesses. 
 
CONTROLS expense development budget. 
 
 
 
 
DEVELOPS multiple-year fundraising plan strategies, COORDINATES with Executive Director in strategy development. 
 
PREPARES annual objectives for approval by Board, SOLICITS input from other constituencies, including volunteers and 
Development Committee members. 
 
WORKING CLOSELY with Executive Director, SUGGESTS and CREATES ideas and themes for direct mail, online giving, 
grant writing, planned giving. and a major emphasis on major gifts programming and ‘moves management’. 
 
WORKS DIRECTLY on other duties as required (consistent with the Camp Beech Cliff cross-support needs as a small non-
profit dependent on all its employees and volunteers in helping with special projects from time to time). 
 
SECURES in-kind gifts as needed for the organization. 
 
 
 
 
A minimum of 3 years of experience RAISING FUNDS, and public relations/marketing or other related field. Proven track 
record of SUCCESSFULLY RAISING FUNDS from diverse sources, including SOLICITING MAJOR GIFTS DIRECTLY and with 
support from individuals, foundations, businesses and corporations. 
 
A minimum of 3 years successful experience in SUCCESSFULLY RECRUITING, RETAINING and MOTIVATING volunteers. 
 
Personal CULTIVATION of major donors 
 
Can WRITE SUCCESSFUL GRANT APPLICATIONS within relevant deadlines. 
 
COODINATES special events. 
 
KNOWS and RELATES TO, the funding community of Mount Desert Island. 
 

OTHER RESPONSIBILITIES PERFORMED LESS FREQUENTLY 
Budgets, quarterly and annual reporting, training, back-up, etc. 

EXPERIENCE, EDUCATION, SKILLS & ABILITIES 
A. What type of prior experience and knowledge and how much of it is required to perform the job satisfactorily? 



Is accountable for results, MEASURES and REPORTS on outcomes and a results-oriented culture in a metrics-driven 
environment. 
 
 
 
WRITES WELL and COMMUNICATES effectively. 
 
EXHIBITS strong interpersonal, supervisory, administrative and management skills. 
 
EFFECTIVELY PRIORITIZES multiple tasks while maintaining attention to detail. 
 
Proficiency in MS Office, Google, email and calendaring. 
 
KNOWLEDGE of, and ABLE TO USE donor tracking systems. 
 
Must be able to INTERACT POSITIVELY with diverse groups of people, individually and as part of a team. 
 
EXHIBITS sound judgement, professionalism and a positive attitude. 
 
Resourcefulness, creativity and strong problem-solving skills. 
 
 
 
 
Bachelor’s degree. 
 
 
 
 
 
Daily: Proficiency in MS Office (Word, Excel, Outlook, Access) Google docs, group email and calendaring.  
Weekly: Donor database management, e.g.: Bloomerang or similar  
Monthly: MS Office PowerPoint 
 
 

 

Camp Beech Cliff offers a competitive salary ($60,000 - $67,000 range), excellent benefits (individual/family health & 

dental, 3% matching retirement contribution after one year of employment), 15 days paid time off (includes vacation, 

sick, bereavement, personal), 12 paid holidays, and a supportive and collegial work environment. 

Upon hire and periodically thereafter, all employees at CBC must have background check results that are satisfactory to 

Camp Beech Cliff. 

 
 

B. What type of skills and abilities are required to perform the job satisfactorily? 

C. Minimum educational requirements required. 

DESCRIBE EQUIPMENT USED AND FREQUENCY OF USE 
List type of machines, tools computers or other materials used to perform the job satisfactorily. Indicate how often this 
equipment is used (Daily, Weekly, Monthly, Occasionally). 

COMPENSATION AND BENEFITS  


