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JOB DESCRIPTION
STEWARDSHIP AND DEVELOPMENT COORDINATOR


Position:			Stewardship and Development Director
Reports to:		Pastor
FLSA Status:		Exempt
Date prepared:	 November 29, 2012
 (
(Employee)
) (
(Pastor)
)Signatures:		_________________________   /   ____________________________

PURPOSE
The Stewardship and Development Director is responsible for designing, developing, and implementing programs oriented to promoting stewardship and developing funding for  an Archdiocese of Miami parish and school, including the ABCD annual appeal, direct mail, fundraising events, obtaining funding from grants, volunteer resource development, school alumni relations and media appeals. This position works closely with and takes direction from the pastor. The director also works with the ADOM Development Corporation’s appeals and programs..

The Stewardship and Development Director performs all duties and responsibilities in alignment with the mission, vision and values of the Catholic Archdiocese of Miami.  

ESSENTIAL FUNCTIONS include the following. Other duties may be assigned.
1. Work with pastor, parish Finance Council, parish Development Board and school administration to assess needs and design and develop strategic plan for promoting stewardship among the faithful and developing funding resources to build the financial health of the parish and school.
2. Design, develop and implement stewardship and development programs to generate donations to parish and school.
3. Track incoming donations and identify and report on sources of donations and trends and patterns of giving.  Develop methods of recognition and expressions of gratitude for donors. Recommend development opportunities to pastor, Finance Council, Parish Council and Development Board based upon support trends. 
4. Work with chairs of key annual fundraisers to promote the events, coordinate the logistics of and solicit volunteers to work the events, and evaluate and report on event outcomes.
5. Promote development initiatives and events, fundraising campaigns and stewardship messages through the parish Web site, weekly print bulletin, and social media.  
6. Evaluate programs and initiatives and report results to pastor and suggest improvements.
7. Write succinct and compelling promotional materials designed to encourage giving and foster sense of stewardship.
8. Promote parish and school brand / identity and logos.
9. Develop and write summaries that serve as scripts for communicating a compelling case to support the development efforts of the parish and school. 
10. Oversee assembly of media kits for distribution at events and meetings.
11. Research and develop relationships with foundations to see grants.
12. Publish and maintain current calendar of fundraising events. Report on post-event outcomes to the pastor, finance and parish councils, and the parish and school community.  
13. Coordinate communications with prospective donors, including school alumni.
14. Solicit advertisers for weekly print bulletin and build and maintain relationships with them.
15. Create, organize and maintain development database for school alumni, and individual donors.
16. Process donations and ensure that all gifts (both monetary and in-kind donations) are accurately recorded and acknowledged, working with the pastor to write and send acknowledgements.
17. Participate in meetings of development, finance and parish councils, providing reports on development efforts and endowment activities and results. 
18. Provide assistance for fundraising events.
19. Build relationships with stewardship and development personnel at other parishes and identify best practices for stewardship operations.
20. Research and compile information on potential sources of grants, matching fund donations, and other grant and giving programs.
21. Direct productions and mailing of appeal letters.
22. Coordinate communications with Archdioceses regarding the endowment fund.
23. Prepare reports on endowment contributions, investments, returns and distributions.
24. Conduct affairs and duties with confidentiality and discretion.
25. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES:  None.

QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience.
· Minimum: Bachelor’s degree and five (5) years’ experience in development/non-profit environment. 
· Preferred: Master's degree and seven (7) years’ experience in development/non-profit environment.  
· Experience in stewardship and event planning is strongly preferred. 
· Certification from the Project Management Institute a plus.
· Experience in a Roman Catholic environment is a plus.  

Language Skills.
1. Good oral and written English-language communication skills, including clear speaking voice.
2. Good Spanish-language spoken communication skills required.

Other Knowledge, Skills, Attitudes.
1. Knowledge of basic tenets of Catholic Church and parish structures.
2. Knowledge of fundraising and promotion of non-profit religious institutions.
3. Skilled at needs analysis, using systematic approaches to assess and identify needs.
4. Skilled at implementing action plans.
5. Skilled in evaluation and continuous improvement.
6. Knowledge of basic project management principles.
7. Proficiency in MS Outlook, Word, and Excel, PowerPoint.
8. Good computer literacy, including ability to navigate online applications and search engines effectively.
9. Experience working with and generating financial reports from spreadsheets and databases.
10. Good spelling and grammar required.
11. Excellent customer service skills, including ability to maintain focus on and professionalism with people in challenging situations, both in person and by phone. 
12. Good time management, including ability to manage several projects at the same time.
13. Must be able to multi-task and retain accuracy in an environment of competing deadlines.
14. Must be supportive of the mission and tenets of the Roman Catholic Church.
15. Must have a professional demeanor.

COMPETENCIES
Customer Focus (Internal and External):  Effectively meeting customer needs and taking responsibility for customer satisfaction. 
Dependability:  Being reliable, responsible, and dependable, and fulfilling obligations with a willing attitude.
Inductive Reasoning / Problem Sensitivity:  Sensitive to observation and identification of issues presenting out-of-the-norm and that may be indicative of problems needing to be addressed.
Integrity and Ethics:  Maintaining high moral and ethical standards in actions and transactions and identifying and avoiding areas of conflict of interest.
Managing Work:  Effectively managing time and resources to ensure that work is completed to meet expectations.
[bookmark: OLE_LINK1]Persuasiveness:  Communicating and relating interpersonally in such a manner as to gain support of an idea, a goal, a belief or a cause, from prospective interested parties.
Planning and Organizing: Establishing courses of action to ensure that work is completed efficiently and economically. 
Positivity:  Approaching work and responsibilities with trust in ability to achieve successful outcomes while fully aware of reality.
Resilience:  Overcoming rejection and disappointment while maintaining steady course of action.
Risk-Taking:  Taking action to achieve a beneficial goal in spite of potential negative consequences.
Work Standards:  Set expectation of high performance standards and hold oneself accountable for accurate and timely completion of tasks and projects.   

PHYSICAL DEMANDS AND WORK ENVIRONMENT
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.
· Must be able to lift and carry objects (promotional materials at events) of approximately 25 pounds or more 
· Must be able to work a flexible schedule to accommodate scheduled events.
· [bookmark: _GoBack]Must be able to work outdoors and in inclement weather on occasion to meet needs of events.

DISCLAIMER
The above is intended to describe the general context of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
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