Development Director
Position Description

TITLE:

Development Director  
REPORTS TO:
Executive Director
STATUS:  

Full-time (35 hours, M-F); Salaried
OVERVIEW: This position will work closely with the Executive Director, Board of Trustees and other appropriate individuals to identify, prioritize, and secure funding to support the operational and program needs of the Center. The Development Director is responsible for the strategic planning and execution of all fundraising activities and for maintaining positive relations with the community. 
DONOR RELATIONS AND MARKETING:
· Develop and enhance relationships with Houston’s philanthropic community including foundations, corporations, congregations, and individuals. 
· Develop new funding opportunities for operating, capital, endowment, and planned giving.
· Identify, cultivate, and solicit new prospective donors.

· Identify, recruit, and steward volunteers. 
· Oversee writing and design of marketing materials for fundraising purposes.
· Develop and maintain a budget and communicate actual and expected variances to the ED and Board of Trustees.
GRANT WRITING:
· Create and execute an annual grant writing plan based on ISCC’s program and operational needs.

· Develop and oversee compelling fundraising proposals articulating ISCC’s mission, financial operations, program focus, and differentiation from competitive behavioral health providers that result in new donors. 
· Ensure all pre-application and application deadlines are met.
· Collect supporting required documentation for grants.
· Become familiar with the focus and giving patterns of key donors, including foundations, corporations, congregations, and individuals.  

EVENT PLANNING AND MANAGEMENT:
· Plan and execute Seasons of Caring Luncheon/Dinner and other special event fundraising opportunities conceived in conjunction with the ED. 
· Manage staff and volunteers to support events.
· Work with outside vendors, negotiating terms favorable to ISCC and ensuring timely payment. 

· Update donor database (Giftworks) with relevant results.
QUALIFICATIONS:

· An understanding of and a heart for faith-sensitive counseling services.
· Proven track record of identifying, cultivating, and soliciting funds from new prospective donors. 

· Experience in one or more of the following: annual giving, foundation/corporate solicitations, high-net individual giving, special events, capital/endowment campaigns, planning giving, and marketing/communications.

· Strong leadership, management, and problem solving skills

· Excellent written and verbal communication skills.

· Strong interpersonal skills; ability to deal effectively with the public, staff, and Board in a professional manner. 
· Knowledge of client/customer service fundamentals and experience in a service environment.
· Organization, time management and planning skills; ability to work with management to prioritize and accomplish frequently shifting and disparate activities and functions in a time-sensitive environment.
· Flexibility and persistence with the judgment to know which is more important at any given time.
· High level of comfort and confidence working at all professional and social levels.
· Ability to work closely with associates within a small organization.
· Ability to maintain strict confidentiality and handling of sensitive client and donor information in compliance with HIPAA regulations.

· BA or BS degree from an accredited university with a major or minor in business or a related discipline.
· Proficiency in Microsoft Office Suite including Word, Excel, Powerpoint and Outlook.
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