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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00300

	Pay Grade:
	9

	Title:
	Senior Development Officer

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Senior Development Officer is responsible for identifying, establishing, cultivating, and sustaining relationships with alumni, individual and corporate donors and community partners. Secures significant and ongoing financial support and consistently enhances the pool of future donors.



	Purpose and Key Functions:
	· Develop new strategies to build and maintain a competitive position for securing gifts and maximizing giving opportunities.

· Maintain a portfolio of major individual and organizational donors and sustain a program of donor stewardship activities.

· Identify potential donors by conducting prospect research on individuals and organizations.

· Secure funds for a variety of University priorities.

· Move donors through the donor cycle from discovery through to stewardship.

· Prepare business plans which identify fund raising goals and strategies for University, faculty, and department driven projects.

· Write a variety of documents, including but not limited to, correspondence, contact reports, and briefing notes.

· Create gift illustrations indicating the benefit of matching donations at a variety of gift levels and pledge periods.

· Prepare and deliver presentations for both internal colleagues and external parties on a variety of subjects related to development and fundraising.

· Gather, calculate, evaluate, and understand statistics related to donor giving patterns.

· Analyze and evaluate individual and corporate financial.

· Negotiate with donors and the appropriate University parties when drafting gift agreements and terms of reference.

· Plan and coordinate a variety of events.

· Update and maintain database records.

	Supervision:
	Provide lead hand supervision and is responsible for the quality and quantity of work of others.

	Requirements:
	Bachelor's degree in a relevant field. 

Requires 4 years of relevant experience.

	Assets:
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	Additional Information:
	     


