DEACONESS FAITH COMMUNITY NURSE MINISTRIES

JOB DESCRIPTION

Job Title: Development Associate 
Supervised by: Executive Director
Status: Part Time 28-30 hours weekly
Updated: April 2014
Organization Overview
Deaconess Faith Community Nurse Ministries (DFCNM) is a non-profit organization that creates communities of holistic wellness for people across the Metro St. Louis region, including low income and vulnerable adults through exceptional faith community nurses working in various houses of worship/faith based agencies, continuing care and other settings.
This is a newly created position with the opportunity for advancement and full time status. We are currently in the development stages of forming a new 501c3, following a rich 25- year history of service.
Basic Job Function:

The Development Associate will be responsible for:

· the conceptualization of a culture of philanthropy
· goal-setting in the fund development 

· direct oversight of a multi-faceted development program including building, growing and sustaining fundraising efforts that capture the interest and stimulate the philanthropic intent of prospective donors.
 The Development Associate will create a culture of giving while being a coordinator of fundraising activities for the agency, leveraging relationships to meet overall fundraising goals set by the agency.
________________________________________________________________________

Responsibilities include, but not limited to:

· Identifies funding needs and strategies for programmatic support with the Executive Director and Board committees for current budget year and multiyear needs. 
· Processes donations, prepares acknowledgment letters, and other correspondence with donors; records and tracks pledges, contributions and requests through software database.
· Records, acknowledges donors, tracks and stores all in-kind donations.

· Manages, updates and maintains donor base software.

· Plans and coordinates fundraising events with Executive Director.
· Prepares electronic and print mailings such as invitations, solicitations, and newsletters.

· Prepares end-of-month reconciliation report, statistical reports about donors, in-kind contributions, volunteers and other database reports for Executive Director and Board of Directors.

· Designs and distributes marketing and other communication media kits for events and meetings.

· Maintains databases for contact and mailing lists with Assistant Director’s help.
· Investigates and prepares grant opportunities under the direction of the Executive Director
· Works to build and maintain relationships with donors and new prospects.

· Ability to work with the Executive Director and Board of Directors to raise funds for the organization.

· Assists the Executive Director to write appeals.

· Maintains and develops positive working relationships with area companies and organizations, event attendees, prospects and board members.

· Acts as a positive ambassador for Deaconess Faith Community Nurse Ministries in the community.

· Other duties as assigned.
Preferred Experience and Qualifications:
Bachelor’s degree in Communications, Marketing and/or Public Relations.
One to two years of experience in an administrative position, preferably in a not for profit development office.

Proficiency in Microsoft Word, Excel, PowerPoint, and social media.

Software database management experience. If no experience, ability to learn new software and its many facets quickly.

Knowledge and understanding of the faith communities as well as healthcare environments.
Skills and Abilities:
Strategic and analytical thinker with excellent follow through, strong attention to
detail and the ability to balance and organize a variety of tasks and deadlines.

Excellent written and oral communication skills.
Able to present information concisely and effectively, both verbally and in writing.

Ability to analyze data and create reports to communicate trends, performance and objectives.
Excellent interpersonal skills.
Ability to function independently and as an active team member to advance the mission.
Ability to inspire and generate enthusiasm among donors and board members
Passion for holistic care through houses of worship, faith- based agencies and community agencies.
Manage sensitive and confidential information with integrity.
Excited about developing a new development program.
Physical Requirements/Working Conditions:
Ability to occasionally lift and transport items weighing up to 10 pounds.
Motor vehicle for travel within the community a must.
Application Instructions:
Qualified applicants should submit their resume and cover letter via email to Rev. Donna Smith-Pupillo at dpupillo@faithnurses.org
Application deadline is May 31, 2014.  No phone calls please.  
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