
 
 
 
 
 

 
Development Officer 

 
 

DEPARTMENT: Development 
 
REPORTS TO:  Chief Executive Officer 
 
FLSA STATUS:  __X___ Exempt __ __ Nonexempt 
 
 

IMPORTANT JOB DETAILS: 
 

JOB SUMMARY: 
 

The Development Officer works closely with the CEO, other Development/Community 
Engagement staff and contractors, donors and volunteers and will have primary responsibility 
for the following areas:  

 Plan, organize, implement and manage engagement with corporate and individual 
donors, working from a portfolio of assigned accounts and/or categories, spending the 
majority of time out of the office meeting with new or existing donors to update them 
on the agency, and introducing them to a variety of opportunities for engagement. 

 Actively seek out new potential funders through referrals from other relationships, cold 
calling and appointment setting to make introductions to Family Gateway. 

 Educate donors on issues related to family homelessness and Family Gateway’s unique 
role in our community. 

 Develop and implement recognition and retention strategies. 

 Work on strategies to re-engage lapsed donors. 
 
JOB DUTIES/RESPONSIBILITIES: 
 

 Develop (with help of CEO) and oversee a portfolio of contacts with donors and 
potential donors by phone, e-mail, mail and in person. 

 Set appointments and meet with donors and potential donors to educate about our 
cause, and to provide updates on the organization, current challenges and most 
critical needs. 



 Educate donors and potential donors about how to get involved/more involved. 
When exploring a corporate relationship, consider all possible engagement 
opportunities with individuals in workforce, corporate, corporate foundation, in 
kind, volunteering, events, etc. 

 Continuously seek out new potential donors by reviewing news articles, corporate 
HQ lists, web searches, Wealth Engine searches, and donor lists from other 
organizations that serve families/children.  Identify and reach out to key contacts; 
build relationships from inception and also grow/deepen existing relationships.   

 Develop an account plan for major donors in portfolio and know where each donor 
should/could “move” as a next step in the progression of the relationship. 

 Ensure that all donor details and encounters (“contacts”) are accurately entered into 
Donor Perfect, the donor database.   

 Develop and implement a plan for nurturing and recognizing donors through a donor 
recognition matrix. 

 Support team efforts with fundraising events and volunteer engagement activities. 

 Ensure that donor privacy, confidentiality and recognition is respected according to 
donor’s wishes. 

 Participate in all staff meetings, Team Meetings and other organizational 
development activities. 

 Work independently and as a team player to take initiative and manage multiple 
tasks and projects. 

 Ability to work when donors are available, which may include evenings and 
weekends. 

 
SUPVERVISORY RESPONSIBILITES:    ____ Yes __x __ No Currently  
(Future opportunities possible) 
 

QUALIFICATIONS: 
 

REQUIRED COMPUTER SKILLS: 
Possess proficient knowledge of Microsoft Office. Donor database experience with 
DonorPerfect knowledge a plus but not required.    

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS: 
Valid Texas driver’s license required. Must be able to drive to appointments with reliable 
transportation. 
 
EDUCATION AND EXPERIENCE: 
Bachelor degree required. Ideal candidate will have experience in community outreach, donor 
engagement and fundraising with corporations and individuals. 
 
PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 



accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
Frequently required to sit, stand, stop, lift, reach, kneel and walk.  Walking is predominant 
physical activity throughout the day.  Occasionally required to lift/carry items weighing up to 25 
lbs.  Must be able to drive day and night. 
 
OTHER QUALIFICATIONS: 
Collaborative workstyle:  This position requires collaboration and cooperation with a variety of 
colleagues who work in administration and development, marketing/social media, and 
volunteer engagement. 
 
Language and communication: This position requires a self-motivated, highly organized 
individual with an outgoing personality and superior communications skills. Must have 
demonstrated ability to write persuasively and to positively motivate and influence potential 
donors. Ability to maintain client confidentiality and privacy.   
 
Reasoning ability:  Must be able to remain calm under high stress and communicate effectively 
with clients, staff and volunteers. Ability to solve practical problems and deal with a variety of 
variables in situations.  
 


