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	Job Description Form
	

	Location 
	New York, NY, USA

	Job Title 
	Director of Development

	Reports to 
	President/CEO

	Compensation: 
Negotiable $75,000 to $100,000 based on experience and qualifications; 25% performance bonus based on achievement of both organizational and personal objectives [plus health benefits]
	Type of position: 

Full-time 

 
	

	GENERAL DESCRIPTION 

	The Director of Development shall report to the President of APF and work in partnership with the Development Committee of the Board of Directors to develop and execute a sustainable fundraising strategy for supporting the organization’s mission, strategy, operations and programs. 

The individual must have the experience, credibility and communications (written and verbal) and networking skills to cultivate and maintain ongoing relationships with the board of directors and a diverse base of donors from the Pakistani Diaspora, friends of Pakistan communities and senior level executives at large corporations and foundations. 
Working closely with President, the Director of Development will have day–to-day responsibility to manage all aspects of fundraising campaigns from conception, planning and execution with an emphasis on creating fund-raising strategies to meet fund-raising goals. 
Primary duties will be to develop the fundraising strategy and specific initiatives, develop marketing material for corporations and foundations, manage events and community outreach campaigns, maintain a database of donors and records of all donations and execute all communications and public relations related to donor relations in the US and internationally. 

Specific areas of responsibility include:

 

Fundraising

Works with the Development Committee of the Board of Directors and President to develop strategies to initiate and meet 

aggressive fundraising goals.
Designs, implements and manages all fundraising activities including annual giving, endowment and capital campaigns, special 

projects, and other solicitations.

Manage the implementation of fundraising software and oversee data entry and gift processing
Manages all strategies and activities for donor cultivation, solicitation, and relations.

Maintains contact with and develops grant proposals for foundations and corporations.

Board of Trustees Relations
Develops fundraising training for Trustees and other leadership volunteers.

Assumes responsibility for all Development reports to the Board and other agencies, and attends all Board meetings.

Assists the Board with recommending and researching potential new members.
Development Office Infrastructure

Creates office systems to support all Development projects and operations.

Supervises donor and gift record-keeping.

Coordinates development research activities.

Oversees the management of databases and all records, files, and gift processing.

Manages the pledge reminder and acknowledgement programs.

Public Relations, Marketing, and Advertising

Works closely with the President to develop public relations plan and a communications plan.

Designs and oversees production of all major publications, including the newsletter, the Annual Report, and the website to 

promote APF’s goals and activities.

Creates and implements a communication and promotional plan for the fundraising campaign.

Develops and implements strategies to promote APF to the community at large and network of stakeholders.

 

	PERSONAL ATTRIBUTES/ WORK EXPERIENCE / SKILL REQUIREMENTS 

	Highly energetic self-starter with excellent communication skills (both written and verbal), attentive to details and persistent in following through.  Knowledge and familiarity with philanthropy and the social and economic development sector in Pakistan and experience fundraising within the Pakistani Diaspora communities in the US and internationally, and capable of working in an unstructured environment of an early-stage not-for-profit. 
In addition the individual must:

· Have a minimum of 10-15 years of work experience ideally in the nonprofit sector with a minimum of 5 years experience in nonprofit development and leadership/management experience 

· Extensive knowledge and professional contacts in philanthropic sector, including major donors and foundations.

· Language and cultural familiarity with Pakistan 
· Be comfortable as a spokesperson in large group settings and with the media

· Be able to influence and mobilize resources without having direct authority over them

· Be an excellent communicator in both oral and written forms

· 

	EDUCATION/OTHER REQUIREMENTS 

	· Minimum of an undergraduate college degree along other relevant postgraduate degree

· US Citizen of Pakistani origin

· Fluent in speaking and writing English and fluent in speaking Urdu 



	Please send Cover Letter and CV to exec-comm@americanpakistan.org

                                                                                                          APPLICATION DEADLINE: February 28th, 2010
                                                                                                          DATE POSTED:                January 29th, 2010


