
COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION
JOB TITLE:
DEVELOPMENT OFFICER - APPLETON MUSEUM OF ART

PAY GRADE:
P-13
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:
Responsible for developing, coordinating, directing and managing all fundraising, marketing, special events and grant related programs conducted for the benefit of the Museum consistent with the mission of the Museum and College. 

PREREQUISITES FOR POSITION (Qualification Standards):
1. Education or Training:  Bachelor’s degree required.

2. Years of experience in the field:  Five years experience in obtaining grants, resource development or institutional fund-raising preferred.

3. Special skills related to position: Knowledge of museum development principles and practices.  Knowledge of grant application processes and grant administration.  Ability to develop and implement creative marketing and fundraising strategies to advance the Museum’s profile in the community and maximize the Museum’s resource development efforts.  Excellent planning and organizational skills.  Ability to plan, define and achieve annual development objectives.  Ability to work with other Museum staff.
ESSENTIAL JOB FUNCTIONS:
1. Manage the Museum’s Development Office.
2. Develop and implement a comprehensive annual and long-range development program including grant applications, individual and corporate gift solicitations, and fund-raising events. 
3. Coordinate activities and programs for soliciting and cultivating donors with the appropriate staff of the CF Foundation.  

4. Supervise the membership solicitation and maintenance processes.
5. Prepare appropriate case statements, proposals, illustrations and letters, brochures and other solicitation materials needed in the solicitation process.

6. Work with the Director in raising the Museum’s profile in the community.  
7. Manage, train, motivate and supervise other Museum staff involved in development activities and oversee and coordinate the efforts of volunteers in fundraising activities.
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ESSENTIAL JOB FUNCTIONS: (Continued)

8. Maintain a detailed record keeping system on prospective donors, calls made, follow-up contacts, and gifts received and provide monthly supervisory reports as directed.

9. Plan, organize and supervise a comprehensive program of Museum events including exhibition openings, membership previews, and fund and friend-raising events.  Coordinate support of events with other Museum staff and volunteers.
10. Plan and implement a comprehensive public relations program for the Museum including advertising, press releases, maintenance of the Museum’s website, brochures and member communications.  Closely coordinate the public relations program of the Museum with the CF Marketing and Public Relations Office.   

11. Supervise assigned staff in carrying out assigned responsibilities. 

12. Provide support and assistance to other activities or programs as may be requested from time-to-time to successfully implement the development program.

(These essential functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required)

ESSENTIAL PHYSICAL SKILLS
· Acceptable eyesight (with or without correction)
· Acceptable hearing (with or without hearing aid)

· Ability to communicate both orally and in writing

· Ability to access, input and retrieve information from a computer or other electronic device

· Light (up to 15 pounds) lifting

ENVIRONMENTAL CONDITIONS
· Works in an office environment.]
· Position requires travel inside and outside of college’s service district and may require overnight travel.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Appleton Museum of Art

SUPERVISOR OF POSITIONS:

Director, Appleton Museum of Art
5/9/05

05/09/05


