
RAPE AND ABUSE CRISIS CENTER OF FARGO-MOORHEAD 

POSITION DESCRIPTION 

 
TITLE:   Development Director 

DEPARTMENT: Administration 

STATUS:  Exempt 

REPORTS TO:  Chief Executive Officer 

 

PURPOSE 

The purpose of the development director’s position is to successfully solicit the philanthropic 
monies necessary to strengthen the mission of the organization.  This success depends upon 
the fostering and continual expansion of a solid and diversified development program, and a 
creative and targeted marketing function. 
 
The development director collaborates closely with the chief executive officer. 

 

MAJOR ACCOUNTABILITIES 
1) PROGRAM ADMINISTRATION:  Directs, refines and evaluates an effective, diversified 

development program to meet the unique fund-raising needs of the organization. 
2) DONOR RELATIONS:  Cultivates relationships with donors and potential donors to 

continually strengthen the donor base for the mission. 
3) MARKETING AND PUBLIC RELATIONS: Develops and directs marketing and 

communications to the public and target audiences to promote awareness and support 
of the mission. 
 

QUALIFICATIONS 

 Bachelor’s degree in communications, marketing, nonprofit administration or related 
field 

 Minimum of three years’ experience in a diversified development program 

 Previous supervisory experience 

 Leadership experience strongly preferred 
 

KNOWLEDGE, SKILLS AND ABILITIES 

 Excellent verbal and written communication skills 

 Strong people skills 

 Demonstrated ability to be self-motivated 

 Proficiency in Microsoft Office Suite (Outlook, Word, Excel and PowerPoint) 

 Collaborative leadership and work style 
 
 
 
 



RESPONSIBILITIES 
 
PROGRAM ADMINISTRATION: Directs, refines and evaluates an effective, diversified 
development program to meet the unique fund-raising needs of the organization. 

 Participates in strategic planning/annual strategic goal setting to set the direction for 
specific development efforts 

 Develops and ensures efficient execution of all fundraising campaigns designed for 
multiple sources including, but not limited to, individuals, corporations, public and 
private organizations 

 Develops/maintains a menu of donor options to encourage gifting and donor 
satisfaction 

 Set standards for and evaluates the success of various development methods and 
efforts, revising accordingly 

 Ensures maintenance of an accurate donor base on applicable software  

 Recommends participation of board members in specific philanthropy activities and 
support those activities according 

 Participates in annual budgeting for the department 

 Manages within the budget, ensuring correct application of donor-designated gifts 

 Tracks progress of pending Legacy gifts and bequests 

 Provides information to the executive director and others, as appropriate, for use in 
reports, monitoring and audits to ensure internal transparency of the development 
program 

 Ensures that all legal reporting requirements are satisfied 

 Adheres to the accepted standards and ethics of professional fundraisers 
 
DONOR RELATIONS: Cultivates relationships with donors and potential donors to continually 
strengthen the donor base for the mission. 

 Researches, identifies and contacts prospective donors, as appropriate 

 Meets and builds relationships with individual donors, potentially leading to 
increased giving 

 Maintains a highly responsive acknowledgment/thank you process for donors 

 Determines and implements effective donor recognition efforts 
 

 
 
 
 
 
 
 
 
 



MARKETING AND PUBLIC RELATIONS:  Develops and directs marketing and communications to 
the public and target audiences to promote awareness and support of the mission. 

 Provides editorial oversight of all agency publications and targeted communications 

 Ensures timely management of the agency website, including oversight of general 
content 

 Ensures efficient coordination with the media, including news coverage, news 
releases and public service announcements 

 Ensures the planning and implementation of special events, including friend- and 
fund-raising events in collaboration with the coordinator of volunteer services and 
other staff 

 Ensures accurate reporting/evaluation of events and follow-up with potential 
leads/opportunities that may result from events 

 
 

PHYSICAL/ENVIRONMENTAL REQUIREMENTS 

This work is primarily sedentary, requiring communicating clearly, seeing, hearing, talking, 

concentrating, reading and operating office equipment such as a computer, calculator, copier 

and scanner.  Work is primarily in a climate controlled area with office equipment level of noise. 

Some travel, mostly local, is required. 

 

EVALUATION 
The performance of the development director will be evaluated annually by the chief executive 
officer according to pre-determined objectives and policies. 
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