Southern Nevada Chapter of the American Red Cross   

JOB DESCRIPTION

JOB TITLE:   Director of Public Support

Reports To:  Executive Director

Direct Reports:   Development Assistant, Public Relations Specialist, Volunteers  

POSITION SUMMARY:

The incumbent works in partnership with the Executive Director to create and implement a comprehensive fund development plans for the organization.  Incumbent is also responsible for developing and implementing new strategies and enhancing current fundraising activities to achieve new levels of giving for the Chapter.  Incumbent is responsible for significant revenue generation, both at organizational and personal levels.  In addition, incumbent is responsible for ensuring successful communications and marketing strategies to enhance the organization’s visibility and image throughout Southern Nevada and position the organization as a respected social services leader.

MAJOR DUTIES:

· Direct Mail Fundraising  

· Special Events Fundraising   

· Grant and Proposal Writing

· Supports Executive Director and Board with Relationship-based Fundraising (Major and Planned Gifts)

· Disaster-Related Fundraising   

· Donor Acknowledgement and Recognition 

· Maintains Donor/Donation Records     

· Oversight of Media Relations, Chapter Publications, Marketing Chapter Programs and Services and Government Relations    

SPECIFIC RESPONSIBILITIES: 

Include, but are not limited to:   

Fundraising   

· In collaboration with the Executive Director and leadership volunteers, and with the input from other program staff members, designs and implements organization-wide fundraising campaigns, activities and events.

· Develops and implements direct mail campaigns and analyzes their effectiveness.

· With input from the Executive Director, develops fund raising goals and implements all aspects of special events, including procuring sponsorships, events promotion, events logistics, and follow-up work.  

· Organizes, performs or oversees other Chapter fund raising activities such as writing grant proposals, United Way and foundation proposals, cause-related marketing, disaster fund raising, on-line fundraising, etc. to achieve budgeted goals.

· Identifies, cultivates, develops and encourages Board and volunteer leadership and participation in the organization’s fund raising events and activities.

· Ensures a timely and effective donor acknowledgement process, and oversees and participates in donor recognition activities.

· Supports the Executive Director with identifying, soliciting and stewarding individual and corporate donors and prospective donors.  Supports the development and implementation of strategies for closing solicitations.  Matches donor interests to Red Cross programs and utilizes moves management for basis of strategy implementation.

· At times, accompanies Executive Director and/or leadership volunteers on personal calls/visits with individual and corporate donors and prospective donors for major/planned gifts, events sponsorship and for other program funding.  Coordinates personal solicitation of donors with other staff and leadership volunteers.

· Is actively engaged in cultivating relationships through a variety of mechanisms including participation in key organizations that have influential memberships.

· Coordinates fund raising goals and activities with National ARC and other Chapters and provides information upon request.

· Ensures that accurate and comprehensive paper and computer files for donors and prospects are maintained.  Incumbent has overall responsibility for donor record keeping systems.

· Attends community-based meetings such as Chamber of Commerce luncheons on a strategic basis.  Serves as a representative for the Chapter by speaking at public and community events. 

· Processes matching gift forms and updates donor records when matching gifts arrive; 
· Maintains paper files for donors, including long-term storage and destruction as appropriate;  

Management/Other   

· Ensures thorough knowledge and understanding of the American Red Cross mission, corporate and Chapter goals, objectives, policies and priorities.  Communicates these goals and priorities to employees, volunteers, and the community. 

· Proactively seeks ways to effectively utilize volunteers and provides volunteers with appropriate training, supervision and recognition.  

· Actively participates as a member of the Chapter’s management team which is accountable for the Chapter’s management, growth and development.

· Ensures compliance with corporate and Chapter policies regarding fundraising, communications, marketing and government relations.

· Attends Board, Development and other Committee meetings as needed or requested.  

· Demonstrates commitment to professional development for self and subordinate staff and maintains up-to-date knowledge of the general trends in philanthropy, communications and marketing.   

REQUIREMENTS:   

Education:  A Bachelor’s degree in non-profit management, community planning, business administration, marketing or a related field is required.

Experience:  Seven years of successful fund raising experience, with at least five years at the leadership level.  

Knowledge, Skills and Abilities:  

· Excellent interpersonal skills, including the ability to represent the Red Cross in a consistently positive and professional manner to internal and external audiences, and the ability to establish and maintain effective relationships with leadership volunteers, donors, prospects, community groups, media, government and corporate contacts and staff members;

· A passion for fund raising and the capability of identifying, cultivating, soliciting and stewarding donors;

· Superior oral and written communication skills, including the ability to effectively communicate the vision and mission of the Red Cross while capturing the interest of the donor or other “audience;”

· Strong volunteer management and team building skills;

· Self starter with demonstrated ability to set priorities, coordinate multiple projects, and independently problem solve in a timely fashion;

· Excellent organizational skills and attention to detail, including the ability to consistently follow-through and meet deadlines;

· A thorough understanding of fund raising practices, trends and issues;

· A general understanding of United Way’s fund raising practices and that organization’s relationships to other non-profit organizations;

· The ability to maintain confidentiality and be sensitive to donor concerns and relationships;

· The ability to analyze, evaluate and utilize data to monitor effectiveness of fund raising efforts;    

· Proficiency with Microsoft Office software, including Word, Excel, Powerpoint and Outlook.  Proficiency with Raiser’s Edge software strongly preferred;

· Ability to independently travel throughout Southern Nevada;

· Availability for work during evening and weekend hours as needed;

· Valid Nevada driver’s license and a clean driving record;

· Ability to pass a background check.   

