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Job Description 

 
Job title: Director of Philanthropic Services 
Reports to: Vice President and Chief Philanthropy Officer 
FLSA status: Salaried - Exempt 
 
General Summary 
The Director of Philanthropic Services provides leadership in the development and 
management of a donor-leveraged funding program to enhance the connection 
between donors and community needs. Leads implementation of the asset 
development plan for the Community Foundation. Responsible for promoting and 
enhancing broad-based philanthropic support for Community Foundation mission and 
objectives through advancement activities. Solicits donations and planned gifts from 
active or potential donors. Responsible for donor relations and donor services necessary 
to build assets, create new funds, support growth, and ensure continued support and 
cooperation within the organization. Consults with donors and various professionals and 
provides appropriate advice and guidance concerning estate planning, charitable trusts, 
tax implications of donations, and other matters of concern. Ensures preparation of fund 
agreements in accordance with legal requirements and donors’ wishes. Provides advice 
and guidance to nonprofit and affiliated organizations on asset development and building 
endowments. Provides oversight to the philanthropic services team to ensure they have 
the tools and teamwork to work effectively and with enthusiasm. 
 
Principal Duties and Responsibilities (These are intended to describe the general 
requirements for the performance of this job. It is not intended to be an exhaustive 
statement of duties, responsibilities, or requirements. All duties are to be performed in 
accordance with established Community Foundation policies, standards, and protocols.) 

Management and Supervision 
 

1. Participates in evaluation and planning of Community Foundation’s philanthropic 
services as a member of the leadership team and contributes expertise in the 
development of recommendations and strategies that promote achievement of 
annual goals and objectives. 

 
2. Oversees the advancement function by developing an effective team and 

processes to cultivate donors and prospects. Serves as a resource person to staff 
and trustees on community needs related to charitable giving, donor relations, 
and asset development. 
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3. Leads in and responsible for creating, actively implementing, and maintaining 

asset development plan. 
 

4. Makes recommendations on personnel matters concerning assigned employees 
including hiring, promotions, discipline, discharges, and performance appraisals.  
 

5. Serves as supervisor to Philanthropic Services Officer and other Philanthropic 
Services Associates or interns as assigned.  

 
6. Serves as staff liaison to professional advisors. 

 
Stewardship and Cultivation 

7. Devises and implements plans, schedules, and activities related to fundraising 
and interfaces with marketing and communications staff on promotional efforts 
in accordance with established goals and objectives. 
 

8. Cultivates prospects and engages in donor retention strategies consistent with 
the asset development plan. Champions the expansion of philanthropy across all 
donor categories through strategic touchpoints as documented in an asset 
development plan. 
 

9. Engages actively in building cross-functional relationships to better ensure that 
external communications about charitable giving and related activities reflect a 
consistent message and image for the Community Foundation. 

 
10. Responsible for provision of donor services necessary to maintain positive and 

effective donor relations, either directly or through other staff. Ensures 
correspondence to and contacts with donors are appropriate, reflect due 
consideration and appreciation, and engender continued support and 
cooperation. 
 

11. Proactively manages a donor portfolio as well as managing donor services. 
 

12. Consults with prospective donors, attorneys, and financial advisors to review 
plans for charitable giving and to relay appropriate advice and guidance 
concerning estate planning, establishment of charitable trusts, positive 
outcomes, and tax implications of charitable giving. 
 

13. Provides asset development advice and guidance to affiliated organizations and 
area nonprofits as requested.  
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14. Drafts fund agreements that meet legal requirements for each fund type and are 
within established Community Foundation policies. Ensures that the purposes of 
funds are properly outlined and in accordance with donor specifications. 
 

15. Identifies and establishes rapport with target groups, organizations, and 
individuals. Devises and conducts appropriate approaches to solicit donations, 
planned gifts, and endowment funds from active or potential donors. Confers 
with staff, trustees, and current contributors to identify, evaluate, and cultivate 
major prospects. 
 

16. Performs other duties as assigned. 

External Awareness 

17. Responsible for promoting public awareness of Community Foundation 
objectives, results, and tax implications of charitable giving, and enhancing 
public support through contacts with print and broadcast media, presentations 
to community organizations, etc. 
 

18. Participates in community events to increase visibility of the Community 
Foundation in coordination with the senior leadership team. Works in 
cooperation with other staff in planning and conducting special events in support 
of donor relations, and community presentations and conferences related to 
promotion of philanthropy, estate planning, and implications of charitable giving. 
Supports public relations and marketing efforts necessary to promote public 
awareness of Community Foundation objectives and results. 

Information Management Systems 

19. Collaborates with the finance team to ensure appropriate systems for 
advancement functions. 
 

20. Oversees staff engaged with electronic file management for asset development 
according to the Document Retention policy.  
 

21. Adheres to established protocol and standards when entering or updating data. 

Professional Development 

22. Keeps current regarding trends and developments in community foundation 
donor relations and development, as well as applicable laws and regulations, 
through reading of professional literature and attendance at appropriate 
seminars, conferences, and workshops. 

Knowledge, Skills, and Abilities Required 
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23. Completion of a bachelor’s degree in a related field such as nonprofit 
management, public administration, business administration. 
 

24.  Ability to analyze qualitative and quantitative data, communicate effectively in 
person and in writing, and interpret and explain tax rules and regulations 
affecting fund development and charitable giving. 
 

25. Approximately five to seven years of related work experience resulting in 
knowledge of the organization and operation of asset development functions; 
fundraising concepts; fund development rules, regulations, cycles, and reporting 
requirements; and tax laws and rules affecting individual and corporate 
contributors to community foundations. Preference given to those with fund-
raising or development certifications. 
 

26. Advanced interpersonal skills necessary to deal effectively and persuasively, in 
person and in writing, with a variety of individuals and organizations; promote 
community philanthropic support; and conduct formal presentations to Trustees, 
professional advisors, and community organizations. 
 

27. High-level analytical abilities necessary to evaluate and plan development 
operations; identify effective and creative strategies to reach target groups; elicit 
donations and planned gifts; develop and administer policies and procedures; 
monitor activities and results; and identify emerging needs, trends, and 
appropriate responses. 
 

28. Demonstrated success with donors, campaigns, and asset development. 
 

29. Exercises a high level of thoughtful and insightful judgment within areas of 
accountability. 
 

30. Knowledge and skill in utilizing Microsoft Office software applications. Sufficient 
familiarity with community foundation database system to ensure ability to 
access donor profiles and information about donations. 
 

31. Ability to handle confidential information in a professional manner. 

 


