POSITION:  Part-Time Development Director
RESPONSIBLE TO: Executive Director 

LOCATION: Carpinteria, California
BACKGROUND: Girls Incorporated is a national nonprofit organization that inspires all girls to be strong, smart, and bold. With local roots dating to 1864 and national status since 1945, Girls Inc. has responded to the changing needs of girls and their communities through programs and advocacy that empower girls to reach their full potential and understand, value, and assert their rights. Girls Inc. public education extends the values of girls’ rights to adults, as well as, giving them the tools they need to assist girls’ efforts to access their rights.

GENERAL PURPOSE OF THE JOB:

Plans, directs, and coordinates development activities, major fundraising activities and special projects.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Regular duties include the following:
· Fund Raising: Establishes short- and long-range goals for unrestricted funding sources. Writes, organizes and implements fundraising letters and appeals.  Maintains regular correspondence with foundations, donors, and board members.

· Grant Writing: Researches public and private grant sources (agencies, corporations and foundations) to identify sources of restricted and unrestricted funding. Writes grant proposals and reports to corporate, foundation, and government funders.
· Event Planning: Assists with planning and implementing events (fundraising and cultivation).
· Major Gift/Donor Support: Produces major donor, board and special category solicitations/support materials with the intent to retain or upgrade gifts when possible. Cultivates donors by producing specialized correspondences, preparing letters of acknowledgment, scheduling and attending in-person visits.
· Database and Records Management: Supervises and coordinates activities of workers maintaining Raiser’s Edge and paper records of contributors and grants. Maintains security and quality controls. Generates queries, reports, exports and any other collection data as needed. 
· Development & Public Relations: Implements most development and public affairs matters, particularly the creation of  the annual report, general boilerplate, PowerPoint presentations, and two newsletters per year. Maintains website. 
EDUCATION: 

· Bachelor’s degree and/or equivalent prior experience. 

· Understanding of challenges facing young women, community needs and education a plus.

ADDITIONAL QUALIFICATIONS:

· Minimum of 2 years of fund raising experience.  Strong annual report, newsletter and grant writing skills.
· Strong verbal communications skills and demonstrated ability to write clearly and persuasively.
· Demonstrated ability to think strategically and thorough understanding of strategic development.
· Demonstrated ability to prospect, cultivate and manage new accounts.
· Strong partnership-building and event planning skills.
· Thorough understanding of all components of a diversified funding base.
· Good computer skills and knowledge of database programs.
· High energy, positive, “can-do” attitude, flexibility, teamwork, and attention to detail, high degree of initiative.

TO APPLY:
This is a part-time position (20 hours per week). Pay is $27 per hour with benefits after one year of employment. Please send cover letter, resume, and three professional references to Victoria Juarez at vjuarez@girlsinc-carp.org. Please include “Development Director Job Application” in the subject line of your email submission. No phone calls, please. Interviews will begin the second week of March. 
Deadline to apply: March 01, 2012 by 5pm.
