The Carriage House Community Table

The Carriage House Community Table is seeking a Development Director 
The Carriage House Community Table is looking for a Development Director to manage a growing fundraising operation and serve as a leader in implementing the organization’s strategic vision for expanded operations to serve the homeless of Boulder County.  The successful candidate will become part of a coordinated effort by Board of Directors, volunteers, and staff members to efficiently and effectively provide food, medical care, mental health services, job training, legal services, and warm support to all who ask.  The Carriage House Community Table operates Monday through Friday, year round.

Summary: 
The Development Director position is responsible for Carriage House’s fundraising efforts. The job includes the development and implementation of strategies for raising money from individuals, foundations, government entities, and corporations. This position is also responsible for the development of the various communications streams used by the organization. The Development Director reports directly to and works closely with the Executive Director and communicates regularly with the Board of Directors.

Primary Responsibilities
Strategic Development:

· Refines and implements a fundraising strategy that is in line with the overall strategic plan of the organization.
· Develops a fundraising plan for each revenue stream that is currently supporting the organization.
· Identifies and develops on-going opportunities to increase income and improve cost efficiency.
  Implementation:

· Leads the organization’s efforts to raise funds from grantmaking foundations through identification of prospects, cultivation of prospects and donors, and submitting grant proposals and reports.

· Coordinates the cultivation and solicitation of individuals by direct mail, e-mail, personal solicitation, and special events.  Works with the Board of Directors, volunteers, and Executive Director to build relationships with individual donors.

· Works with the Executive Director to secure government grants for the organization.  Is responsible for submitting proposals and reports for government grants.

· Coordinates the implementation of special events to support the organization.  Works with the Board of Directors, staff, and volunteers to create events that raise money and increase the profile of the organization.

· Works with the Volunteer Coordinator and with individual volunteers to recruit new volunteers and secure support from current volunteers.

· Leads the effort to build relationships with businesses and faith-based institutions in the community in order to raise the profile of the organization and gain increased support.

Administration and Reporting:

· Oversees the organization’s donor database including data entry, reporting, and hygiene.

· Works with the administrative director to ensure proper financial controls and reporting of fundraising revenue.

· Monitors results against budgets and report on deviations.  

· Monitors all activities against plan targets and manage and advise on significant changes.

· Provides regular reporting on the progress of fundraising plan and budget overall to the Executive Director and Board of Directors.
· Keeps an updated calendar of grants activity and reports on deadlines and reporting requirements to the Executive Director.
· Maintains a system for tracking individual major donors and their relationship with the organization
Communications:

· Creates an annual communications calendar for the organization.

· Maintains the organization’s website with the help of outside contractors and other internal staff.  Coordinates e-mail communications from the organization to donors and other external constituencies.

· Creates and updates printed materials for the organization.

· Works with the executive director to increase the public profile of the organization through local media, social networking, and personal appearances.
· Serves as a representative of the organization before public audiences as requested.

Education and Experience: 

· Minimum two years experience in fundraising.
· Demonstrated success in cultivating and soliciting individuals, corporations, or foundations.

· Demonstrated success in working as a member of a team and developing effective working relationships with staff, volunteers and donors.
· Excellent written/oral communication skills.
· Demonstrated track record with respect to detail orientation and accuracy.
· Computer literacy and competency with electronic donor tracking systems.
· Knowledge of both the Boulder and Denver philanthropic communities is a plus.

Knowledge, Skills and Abilities: 

· Ability to lead multiple long- and short-term projects simultaneously, meeting all related deadlines; ability to plan, prioritize, coordinate, and manage own work; ability to work unsupervised and make decisions and solve problems independently, effectively and creatively.
· Ability to work well under pressure.
· Excellent verbal communication, interpersonal and relationship-building skills to effectively work with a variety of people and personalities; ability to communicate clearly in person and in writing.
· Thorough, organized and detail-oriented approach to work.
· Understands the confidential nature of fundraising efforts and donor information, and maintains confidences.
Reports To: Executive Director
Employment Status: Full time
Supervises: No one
FLSA Status: Exempt
Physical Requirements: Requires sitting at a computer for up to 8 hrs/day. Ability to lift 30 pounds.

Salary: $40,000
Application requirements:  Please send cover letter, resume, and a list of three references to:  leslie.allen.recruiting@gmail.com.  No phone calls, please.
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