Douglas County Historical Society/Watkins Museum of History

Job Description:

Development Director
(June 2017)

Summary

Position Summary:  
Regular part-time position, non-exempt, 24 hours/week; reports to Executive Director. 

Development Director is responsible for increasing operating revenue primarily through membership recruitment, renewal, and upgrade; program sponsorships; and fundraising.  The position will assist with donor relations, major gifts, and planned giving and serve as the primary liaison with the Development and Membership Committees of the Board of Directors.  Schedule is flexible, some weekend/evening hours are required.
Responsibilities
· Develop and implement strategies to increase annual revenue through public awareness, fundraising events, sponsorship, and membership.  
· Assist the Executive Director and Development Committee in the management of donor relations and identification of potential new funding sources for DCHS/Watkins Museum.
· Manage donor database; oversee membership renewals, pledges, and other communications with members and donors.
· Assist with the establishment of annual membership/fundraising goals.
· Work tactfully, collaboratively, and efficiently with staff; Board of Directors, board committees; donors; and external individual/groups to support DCHS mission and vision.
· Generate reports as needed by Executive Director and Board of Directors.
· Participate in public programs; develop and implement ways to collect and utilize participant information; promote membership at programs and events.
· Recruit and supervise development volunteers.
· Other duties as assigned.
Experience/Education

· Minimum Bachelor’s degree and 3-5 years fundraising/marketing or similar experience, preferably in a museum, cultural institution, or non-profit environment.

· Knowledge of the Lawrence/Douglas County community.
· Experience dealing proactively and effectively with a board of directors, staff, and volunteers.
Other Skills/Qualifications

· Excellent interpersonal and communication skills.
· Exceptional verbal, written, and public presentation skills.
· Ability to work effectively as part of a high-functioning team and independently, with little direct supervision.
· Strong attention to detail coupled with high level analytical and problem-solving capabilities.
· Knowledge of and experience with donor databases (PastPerfect preferred); proficiency in Microsoft Office.
· High levels of integrity and personal and professional discretion.

· Ability to work within budgetary guidelines and to delegate and supervise the execution of projects.
· Ability to plan and prioritize effectively in an environment with multiple priorities and objectives.

· Adaptable, with healthy sense of humor.
