Title:


Development Officer – Foundation & Corporate Relations
Department:

Development

Reports To:

Director of Development

Created:

February 2012
Position Summary:  To assist in raising funds for Museum, the Development Officer for Foundation and Corporate Relations will manage the research, proposal preparation, cultivation activities, stewardship reports, and maintenance of the Raiser’s Edge donor database and files for foundations and businesses.  
Specific Responsibilities:

Foundations

· Write and submit grants including completing application forms, writing cover letters and narratives, creating budgets, and/or coordinating with other qualified staff or volunteers to complete these tasks 

· Assist with the identification, cultivation, and stewardship of foundation contacts

· Review existing grant calendar and research prospects to develop effective plan for 2012 grant calendar

· Prepare Board of Trustee contact sheets on foundations and other sources when appropriate

· Coordinate communications with funding sources and keep appropriate Museum staff informed about the status of written proposals

· Provide timely reports to funding sources on grants received or in process; prepare and maintain records and reports related to grants received, pending, or declined

· Follow up on approved or denied proposals including drafting acknowledgment letters and coordinating reports or contacting foundations to inquire as to why the proposal was denied and when/if the Museum can reapply

· Maintain knowledge of current development and Museum trends 
Businesses

· Establish and strengthen relationships with the corporate community

· Solicit corporations for sponsorship of the Museum’s exhibits, special events, calendar, and programs

· Write and submit sponsorship proposals including completing application forms, writing cover letters and narratives, creating budgets, and/or coordinating with other qualified staff or volunteers to complete these tasks 

· Coordinate communications with funding sources and keep appropriate Museum staff informed about the status 

· Utilize existing Museum calendar to meet 2012 sponsorship goals
· Review Museum calendar and research prospects to develop effective sponsorship plan for 2013 

· Assist with the identification and cultivation of business contacts 

· Prepare Board of Trustee contact sheets on businesses when appropriate

· Provide timely reports and sponsor benefits to funding sources
Development Division
· With an office overlooking Mission Creek on the beautiful Museum campus, you will work with other members of the fund raising team to create and implement plans to reach targeted fund raising goals

· You will also provide additional management support to the Museum’s development efforts by participating in committees to define Museum priorities and funding needs, represent the Museum at conferences and events and other duties as assigned by the Director of Development

Essential Requirements:

· Minimum five years experience in development, fund raising or related work

· Experience in writing grants and/or other funding proposals

· Excellent communication skills (verbal and written)

· Strong interpersonal skills with the ability to develop good working relationships with donors, professional advisors, and foundation officers

· Working knowledge of computers; Microsoft Office skills

Send Cover Letter and Resume to: hr@sbnature2.org
  Or mail to:

Santa Barbara Museum of Natural History
Human Resources Department
2559 Puesta del Sol Rd.
Santa Barbara, CA 93105 

