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Director of Development & Communications
Job Description

February 2019
The director of development and communications is responsible for creating and successfully executing a comprehensive annual development plan and overseeing the organization’s communications efforts. The director takes the lead on securing funding from institutional sources, especially foundations and corporations, and supervises the development manager on individual giving. The director is also responsible for strengthening the organization’s visibility through improved media relations, events and marketing.
The director is part of the management team, reports to the executive director, and supervises the development manager and the communications associate. The individual works closely with the Board of Directors, and supports the board’s five-year financial plan and event board committees. The director works closely with the director of administration and contract bookkeeper in tracking revenue and grant expenses; the chief strategy officer in executing major initiatives; and staff. 

Specific responsibilities include:

Development
· Development plan: In advance of each fiscal year, work with management team and development team to create the annual development plan, including goals and strategies. Partner with management team to develop the contributed revenue and fundraising-related expenses for the annual organizational budget. Lead the full team in executing the development plan.

· Foundations: Manage the foundation funding process, including: cultivating relationships with foundation executives and their board members; designate cultivation assignments and deadlines for the executive director; work with the communications associate to identify new prospects; oversee work of external grant writer; draft applications as needed; request feedback from foundations on submitted grants; oversee preparation of reports; and, work with executive director, director of administration, and outside bookkeeper on grant budgeting and tracking.

· Corporations: Design and implement cultivation strategies to expand contributed revenue from law firms and businesses, including: supervise communications associate to identify prospects; draft content for corporate solicitation letters or corporate foundation applications; designate cultivation assignments and deadlines for the executive director; secure sponsorships for annual event and anniversary event; and, partner with board members to develop and execute cultivation strategies. 

· Capital Campaign: Work with the executive director, chief strategy officer, board and consultants to execute capital campaign, including capitalizing on significant fundraising opportunity around anniversary. 

· Annual Events: Supervise development manager in executing fall fundraising event to build the organization’s brand and expand its audience, including the organization’s 50th anniversary celebration in 2019. Hire and work with contracted event planner to oversee logistics and event program. Organize host committee. 

Communications
· Annual Plan: Supervise communications associate in developing and implementing annual communications plan.  

· Press: Design outreach and media strategies for cases and projects, most especially major cases such as the school funding lawsuit. Supervise communications associate to execute plans, develop relationships with press, respond to inquiries, schedule interviews for key staff, and build attorney reputations as experts on relevant issues.

· Marketing: Create or update marketing materials, including developing content, overseeing related photography and messaging. Supervise communications associate in drafting content for annual report and managing design and printing process. 

Board of Directors & Advisory Board.

· Fundraising: Create and implement strategies to expand board fundraising and increase board engagement; designate cultivation assignments and deadlines for the executive director; work with development manager to identify and record board relationships to potential funders and support directors in securing institutional and individual funding; annually orchestrate individual meetings with board members to help them plan their fundraising activities; prepare sample fundraising materials for board use; make presentations about progress toward fundraising goals at board meetings. 

· Committees: Support five-year and event committees. Participate in audit/finance committee and execute or delegate action items created in committee meetings related to development and communications.

· Advisory Board: Work with executive director, governance committee and communications associate to re-engage advisory board.  

Administrative
· Supervise development manager and communications associate.

· Complete and maintain development and communications manual.

· Work with management team on annual audit, tax forms and budget.
