
 

 
 

 

 

 

 

 

 

 

 

 

 

 
DEVELOPMENT DIRECTOR 

JOB DESCRIPTION 

 

OVERVIEW 

The Development Director is responsible for VYCC’s fundraising activities. This person provides leadership of 

the Development Department and all organizational efforts to secure philanthropic gifts, including the annual 

fund, alumni and parent campaigns, planned giving, major gifts, and capital campaigns.  

 

The Development Director sets annual and capacity building goals, and oversees the execution of gift 

procurement and donor relations, production of all appeals, events, of grants and grant reporting, and the 

management of databases and gift processing systems. In addition, she/he collaborates with marketing and 

program staff to enhance Vermont’s appreciation and support of VYCC and its programs. 

 

VYCC pursues a multi-faceted fundraising strategy that centers on long-term relationship development with 

individuals, corporations, and foundations. S/he designs and executes an engagement strategy for the 

organization that facilitates lasting relationships with key stakeholders, most notably current and prospective 

donors, alumni, and trustees (current and former). S/he represents the philanthropic objectives of the 

organization and, as such, visits donors frequently as part of stewardship strategies and/or direct solicitations.  

 

The Development Director leads a development team that currently includes a Development Manager, a 

Development VISTA, and the Executive Director. S/he reports directly to the Executive Director.   

 

RESPONSIBILITIES 

 
Annual Fund 

 Lead VYCC effort to meet Annual Fund goal 

 Collaborate closely with Executive Director and trustees to build and strengthen VYCC’s Major Gifts 

Program 

 Collaborate closely with Executive Director, trustees, and development staff in stewarding and 

retaining donors, inspiring existing donors to increase their giving, and converting volunteers and 

alumni to donors 

 Support Development Manager with direct mail appeals by developing messaging and assisting with 

design and production 



 Design and lead correspondence strategy with VYCC’s donors 

 Create an annual plan for grants. Write larger requests, edit all other requests. Collaborate with 

program staff on restricted funding, and ensure grant reporting requirements are satisfied 

 Create strategy for, and oversee, a small number of fundraisers and events 

 

Major Gifts Program  

 Cultivate solicit, and steward a small portfolio of high net worth individuals 

 Assist Executive Director and trustees with preparation and follow up for gift solicitations; craft 

proposals and follow up communications as needed 

 Lead weekly strategy sessions 

 Understand and utilize data to identify, cultivate, and solicit top prospects 

 Advise and support the board in identifying, recruiting, and onboarding new members who have the 

capacity and desire to be supportive 

 Cultivate, solicit, and steward donors in a Middle Donor portfolio 

 Seek additional philanthropic revenues from planned giving, capital gifts, and endowments 

 
Communications and Capacity Building 

 Attract new supporters to the organization. Bring existing donors, friends, and partners closer to the 

organization through information sharing, communication exchanges, and effective calls to action 

 Develop and execute a plan to attract new donors and re-engage lapsed donors 

 Collaborate across departments to ensure excellent stewardship of Corps Members, parents, alumni, 

Crew Leaders, staff, board members, donors, and other key stakeholders 

 Participate in public relations projects as needed 

 

Department Leadership 

 Set annual fundraising goals and design strategies to meet these goals. Accurately track and report on 

progress 

 Create and manage annual budget and expenses related to Development. Generate monthly financial 

reports, and reconcile records with the finance team monthly. Collaborate with the finance team on 

cash flow, budgeting, and accurate booking of revenues 

 Support and supervise members of the Development team 

 Contribute as an integral member of VYCC’s Leadership Team 

 Attend board meetings; provide reports and updates as needed 

 Contribute to a positive work culture with a focus on collaboration, innovation, mission, vision, 

organizational values, and program outcomes and impact 

 

ENVIRONMENTAL FACTORS 

The Development Director is based out of the VYCC Education and Training Center in the beautifully restored 

West Monitor Barn in Richmond, Vermont.  S/he must be able to maintain focus and productivity among a 

bustling office atmosphere while sharing office space with others. 

 

The Headquarters staff is a group of highly motivated and dedicated people who bring different strengths and 

experiences to the VYCC operations. Full-time employees need to balance personal initiative and 

independence with an ability to effectively utilize the team process to get results. 

 

MINIMUM QUALIFICATIONS 

 Passion about the mission of VYCC and building VYCC to its potential 



 Skill, desire, and enjoyment in visiting one-on-one with donors and prospects, cultivating, stewarding, 

and soliciting support 

 Excellent interpersonal, oral, and written communication skills 

 Excellent computer skills and willingness to learn new systems  

 Exceptional time management, organizational skills, and attention to detail 

 Ability to handle multiple tasks and work under the pressure of deadlines 

 Valid driver’s license and reliable transportation 

 Ability to build and lead a team, support junior staff in reaching their fullest potential, and provide 

strategic leadership for the organization 

 Experience building and maintaining relationships with external customers and stakeholders 

 Demonstrated commitment to fundraising  

 

SALARY AND BENEFITS 

 Salaried, exempt from overtime 

 Medical and dental insurance 

 Annual (CTO) and sick leave  

 On-going professional development 

 Part of a mission-driven, fun, results-oriented, and dedicated team of professionals  

 Part of a dynamic organization with tremendous impact on Vermont’s youth and environment 
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