
Director of Development – Position Description (25 hours) 

Under the direction of the Theatre’s Executive/Artistic Director, and working closely with the Board of 

Trustees and the chair of its Development Committee, provide leadership for all aspects of the 
organization’s fundraising programs and activities.  

JOB RESPONSIBILITIES: 

1. Envision, plan and implement all Theatre fundraising activities, including membership 
campaigns and events designed to attract donations and/or to make donors feel 
appreciated.  

2. Nurture a culture of philanthropic support among Theatre patrons and the larger 
community, including individuals as well as businesses.  Identify, cultivate and solicit 
donations in order to meet fundraising goals.   

3. Maintain accurate donor records and ensure that letters acknowledging all gifts are sent 
out in a timely manner.  

4. Serve as the primary phone and e-mail contact for donors and potential donors. 
5. Provide timely and accurate reports outlining progress in achieving fundraising goals to 

the Development Committee and the Board. 
6. Responsible for developing a variety of fundraising materials in consultation with the 

Development Committee of the Board of Trustees. 
7. Build effective working relationships with other Theatre personnel to achieve fundraising 

goals. 
8. Manage the Producers Club of business supporters, including coordinating advertising 

solicitation and maintaining business partnerships for event sponsorship, matching 
business partners with events, sending out thank-you letters and posters in a timely 
manner, and creating lobby displays that identify the evening’s business partner/s. 

9. Manage the sale of advertising for Arts Notes (the in-house magazine publication).  
10. Sit on the Board of Trustees Development Committee. 
11. Participate in special projects and other duties as assigned. 
12. Grant writing in collaboration with the EAD. 
13. Management of the planned giving program. 

REQUIRED KNOWLEDGE, SKILLS AND PERSONAL CHARACTERISTICS: 

 Familiarity with development/fundraising concepts and appropriate solicitation techniques 

 Strong verbal and written communication skills 

 Experience with database management 

 Experience in marketing, project management and event planning 

 Ability to create, establish and maintain warm and friendly relationships with a diverse set 
of current and potential patrons/donors, including influential community members 

 Comfortable with the process involved in soliciting donations of money and in-kind gifts 
alone and together with board members 

 Ability to adapt and respond to a variety of situations 

 Ability to maintain high level of confidentiality, as well as to be appropriately diplomatic 
and tactful  

 Willing to work flexible hours, including some nights and weekends 

 Willing to maintain visibility in the community by regularly attending Theatre 
performances and programs  

 Computer graphic and design skills would be a plus 

 

MINIMUM QUALIFICATIONS:  

Bachelor’s degree; supplemented with at least three years of related experience 


