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Position Description


Position Title:  Chief Development Officer (CDO)

FLSA Status:  Exempt		Department: Development
Reports to:  Executive Director	Effective Date:  June 2014

Position Summary: 

The CDO ensures that philanthropy and fund development are carried out in keeping with the organization’s values, mission, vision, and plans. The CDO is responsible for the planning, supervision and management of activities and projects aimed at building relationships that lead to increased philanthropic support and greater public understanding and acceptance of the Wyakin Warrior Foundation (WyWF) through diverse revenue streams to support the budget.  This includes developing and implementing an innovative fundraising strategy for corporate donors, individuals, restricted/unrestricted contributions, and grant solicitations.

The CDO will design and implement programs for corporate and individual donor identification, cultivation, solicitation and stewardship; lead an annual fund drive; lead the annual fundraising gala; and oversee grants and in-kind donations for programs and events.

The CDO reports to the Executive Director and works in collaboration with the Board of Directors, staff, volunteers, and business and community leaders.  He/She serves as part of the senior management team and helps set the direction, and ensure the health of the WyWF.

Desired Outcomes / Performance Expectations: 

· Organizational brand is recognizable and well-respected in all regions where services are provided, as well as nationally.
· Organizational communications are professional, accurate, consistent, and compelling. 
· Organizational funding increases at the necessary pace, based upon established growth strategies and Warrior need.
· Organizational volunteers and staff in marketing or fundraising roles are well-trained, receive regular communication, guidance and feedback; and are engaged in advancing the mission of the organization.
· The organizational funding base is diversified, and stable.
· Organizational donors receive timely acknowledgement and recognition of contributions.
· The CDO will develop productive, professional relationships with members of the administrative team, with members of the board, and with key staff members and volunteers; also develop constructive relationships with people from all segments of the community.
· The CDO is expected to translate broad goals into achievable steps.  Help set and manage appropriate expectations.  Handle detailed, complex concepts and problems and make rapid decisions regarding management and development issues.  Plan and implement programs.
· The CDO is expected to: Plan and meet deadlines.  Maintain a flexible work schedule to meet the demands of executive management.  Demonstrate initiative and team work.
· The CDO is expected to: Adhere to the highest ethical standards in management, governance, and fund development.  Convey a professional and positive image of the Wyakin Warrior Foundation, and the not-for-profit sector.  Demonstrate commitment to continued professional growth and development.



The successful Chief Development Officer will Possess: 

· Thorough understanding of all components of a diversified funding base
· Unwavering commitment to quality fundraising programs and accuracy in communication
· Excellence in fundraising and marketing with the ability to manage and develop high-performance teams, set and achieve strategic objectives, and manage a budget
· Thorough commitment to the Wyakin Warrior Foundation's mission
· Proven leadership, coaching, and relationship management experience
· Action-oriented, entrepreneurial, adaptable, and innovative approach to business planning
· Ability to work effectively in collaboration with diverse groups of people
· Passion, idealism, integrity, positive attitude, mission-driven, and self-directed
Position Responsibilities (Essential Functions):
Specific Responsibilities
· Manage all aspects of the development function
· Assist with developing the strategic plan
· Oversee the identification, recruitment and training of volunteers to serve in advisory, marketing and fundraising roles
· Assist the Executive Director (ED) and the board president in identifying prospective board members
· Prepare and administer the development and marketing budget
· Establish performance measures, monitor results, and assist the ED, development committee(s) and the board in evaluating the effectiveness of the development program
· Develop marketing and outreach strategies to raise awareness of the WyWF
· Assist the ED with other special assignments as needed

Fundraising
· Manage day-to-day activities of the development office, including monitoring progress of staff, appropriate committees, and governing board
· Ensure compliance of all relevant regulations and laws; maintain accountability standards to donors; ensure compliance with code of ethical principles and standards of professional conduct for fundraising executives
· Oversee integrity of the donor database
· Develop a budget to support the development function
· Establish and achieve revenue targets of a proposed budget of over $1.5 million annually
· Create, implement and supervise the annual giving program
· Create and direct a sustainable major and planned gift program
· Maintain a portfolio of prospects and personally cultivate and solicit major and planned gifts
· Lead in the identification, research, and recording of information in the donor database on individual, corporate and foundation prospects to determine affinity and capacity to support WyWF objectives
· Assist the ED and volunteer leadership to establish and train development committees in fundraising effectiveness
· Provide development and fundraising progress reports to the ED and the board

Marketing and Outreach
· Develop and implement comprehensive marketing and public relations strategies and policies to tell the WyWF stories 
· Develop and implement evaluation tools to ensure marketing objectives are exceeded
· Develop a base-line budget to support comprehensive marketing efforts
· Create and distribute timely press releases and feature stories
· Supervise the creation, production and distribution of all print and audiovisual media to include brochures, reports and newsletters to increase public understanding and build stronger relationships with constituencies


Qualifications (Position Requirements):

· At least 5 years fundraising and marketing experience in a professional position with a track record of effectively leading a regional and/or national fundraising effort
· Demonstrated experience and success in major gift fundraising including face to face visitations and solicitations
· Track record of motivating boards and volunteers in the development process
· Demonstrated understanding of philanthropy, the donor cycle,  and ethical practices 
· Proficiency in analytical metrics for monitoring results and improving performance; proficiency in donor database systems and tools for tracking and reporting
· Fundraising certification (CFRE or equivalent)
· Advanced degree preferred
· Must possess a valid U.S. driver’s license at the time of employment

Physical Requirements, Mental, Equipment & Working Condition Elements:

· The position has responsibilities that require working nights and weekends with travel that could extend several days
· Incumbent may use the computer, calculators, keyboards, telephone, and other office equipment in the course of normal workday
· Incumbent will regularly interact with physically wounded and/or emotionally challenged military veterans who are familiar with, and impacted by, life-threatening combat situations
· Incumbent must be available for consult with the ED, subordinate staff, members of the board of directors, or volunteers at all times unless otherwise arranged

The above statements are intended to describe the general nature of work performed by the associate(s) in this job.  Specific duties and responsibilities may vary by position. 
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