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Position Title:
Development Director 
Employee Name:

Civil Service Status:
Unclassified
Department:
Administration 
FLSA Status:
Exempt
Reports To:
Library Director 
EEO Status:
02
Employment Status:
Full-time
DOT/O*Net Code:
100.117-010

QUALIFICATIONS:  Any combination of training and work experience which indicates possession of the knowledge, skills, and abilities listed below.  An example of an acceptable qualification for this position:
Completion of bachelor’s degree; minimum five (5) years of experience in development, fundraising, sales, or related field; history of experience soliciting and closing gifts of $10,000 or higher; strong project management and communications skills; or equivalent combination of knowledge, skills, and abilities.

LICENSURE OR CERTIFICATION REQUIREMENTS:
Valid State of Ohio driver’s license; must maintain insurability according to Library policy.
EQUIPMENT OPERATED:  The following are examples only and are not intended to be all inclusive:

Standard office equipment (e.g., computer, telephone, copier, fax machine, etc.); motor vehicle operation.
INHERENTLY HAZARDOUS OR PHYSICALLY DEMANDING WORKING CONDITIONS:

The employee is exposed to, must negotiate, use, or work with, or in the vicinity of chemicals commonly found in an office environment (e.g., toner, correction fluid, etc.); is exposed to or works with or in the vicinity of sharp objects, cleaning products; works in or around crowds; has contact with potentially violent or emotionally distraught persons; may occasionally experience hazardous driving conditions (e.g., snow, sleet, ice, etc.); works evenings and weekends as assigned; occasionally lifts objects 35 pounds or less; occasionally carries objects 35 pounds or less; is required to sit during approximately 50% of work duties; is required to stand during approximately 25% of work duties; is required to walk during approximately 25% of work duties; bends, stoops, moves, and reaches; pushes/pulls loaded book carts.

Note:  In accordance with the U.S. Department of Labor physical demands strength ratings, this is considered medium work.

In cases of emergency, unpredictable situations, and/or department needs, may be required to lift, push, pull, and/or carry objects heavier than D.O.L. strength ratings recommend (i.e., lifting boxes of books, pushing loaded book carts, shoveling snow, etc.).
GOE:  11.07.04 STRENGTH: S GED:  R6 M4 L5 SVP: 8 DLU:  81
JOB DESCRIPTION AND WORKER CHARACTERISTICS:
JOB DUTIES in order of importance

ESSENTIAL FUNCTIONS OF THE POSITION:  For purposes of 42 USC 12101:
1. Advances the library’s fundraising priorities by securing private philanthropic gifts, which are aligned with the library’s objectives, programs, and initiatives.  Identifies, establishes, and sustains professional relationships with major donors, prospects, and others engaged with the library. Independently moves prospects through the donor cycle from discovery to cultivation to solicitation to stewardship. Makes asks and closes gifts at the major gift level.
2. Aligns all development activities to the library’s Strategic Plan, the Foundation’s actions and goals, and to any other goals or directives assigned by the Library Director. Regularly attends Foundation Board meetings with the Library Director, reporting on progress toward fundraising goals. Works within complex data management systems and maintains timely and appropriate donor records. Drafts proposals, fund agreements, and other documentation with colleagues and in consideration of library priorities and processes.
3. Manages special projects as assigned; works within assigned budget; collects statistics and compiles reports. Works effectively and efficiently with other library administrative team members in areas of overlapping responsibility. Assists in the development and implementation of policies, matters of administration, and supervisory detail in connection with the development objectives of the library and/or foundation; attends Library Board meetings as assigned by the Library Director. 
4. Adheres to established customer service guidelines and procedures; reports regularly to the Library Director regarding progress toward fundraising goals; informs the Library Director of matters requiring attention in a timely fashion; maintains all required licensures and certifications; employs all manner of appropriate communication to secure visits with prospective donors (local and regional travel required, with supervisor approval).
5. Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions. 
6. Attends meetings, conferences, seminars, and community events as directed; serves on boards and committees as assigned. Maintains active membership and engagement in assigned community groups.
7. Maintains confidentiality in accordance with Library policy and all applicable laws and regulations. Maintains confidentiality of donor records.
8. Represents the library in the community as assigned; promotes good public relations in the community; keeps informed of professional and community developments. Develops and maintains knowledge of overall library operations and services, communicating regularly with staff in various areas.
9. Demonstrates regular and predictable attendance.
OTHER DUTIES AND RESPONSIBILITIES:
10. Performs any and all other duties as assigned or directed in order to promote, further, and ensure the effective and efficient operation of the Wood County District Public Library. Interacts with volunteers, staff, and patrons to best represent the library’s vision, mission, and core values.
MINIMUM ACCEPTABLE CHARACTERISTICS:  (*Indicates developed after employment)

Knowledge of:  modern principles of business and public administration as pertains to fundraising; professional fundraising techniques, policies, systems, and procedures; planning, research, and community analysis techniques; Library policies and procedures*; Library goals and objectives*; Library materials and methods*; public affairs; office practices and procedures; basic bookkeeping procedures; filing systems; correct use of grammar, punctuation, and spelling; records management.

Skill in:  Use of modern office equipment; computer operation.

Ability to:  Deal with many variables and determine specific action; recognize unusual or threatening conditions and take appropriate action; define problems, collect data, establish facts, and draw valid conclusions; exercise independent judgment and discretion; determine material and equipment needs; calculate fractions, decimals, and percentages; prepare accurate documentation; demonstrate excellent written and oral communication skills and communicate effectively; interpret community interests and needs; handle sensitive inquiries from and contacts with officials and the general public and donors; develop and maintain effective working relationships with including but not limited to: staff, community groups, institutions, public officials, and donors; resolve complaints; travel to and gain access to work sites.

POSITIONS DIRECTLY SUPERVISED:
None.
This position description in no manner states or implies that these are the only duties and responsibilities to be performed by the position incumbent.  My (employee) signature below signifies that I have reviewed my position description, and that I understand the contents of the position description. I agree to abide by the requirements set forth.  I understand that it is my responsibility to inform my supervisor at any time that I am unable to perform these activities.
(Approval of Appointing Authority)
(Date)

(Employee Signature)
(Date)
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