


THE GIRL SCOUTS OF CHESAPEAKE BAY GIRL SCOUT COUNCIL IS SEEKING A FULL TIME FUND DEVELOPMENT MANAGER WITH OFFICE LOCATION IN 





NEWARK, DELWARE
JOB SUMMARY:

The Fund Development Manager will research, strategize, compose and submit grants, corporate requests, United Ways/Funds or manage and support their submission. This position assists in the cultivation process of potential donors, coordinates special events, managers Annual Appeals and works in partnership with volunteer committees. This person assists in developing and maintaining an awareness and image among all constituents of the Girl Scout mission and purpose within Council’s jurisdiction. 
KEY RESPONSIBILITIES:

· Research, strategize, compose and submit requests for funding to support program, operational and capital budgets. 

· Prepare proposals and outcome reports for corporations, foundations, government agencies, and United Way agencies. 

· Work in collaboration with Finance, Program, and Membership departments to prepare proposals, budgets and reports. 

· Participate in proposal and report presentations to funders. 

· Participate in face to face solicitations.

· Support and manage the submission of funding requests by other staff.

· Create case statements for use in requests for funding, letters to constituents, speeches, brochures and newsletters. 

· Write solicitation and acknowledgement letters, and manage the Annual Appeal campaigns. 

· Produce, compose, and edit corporate newsletter and brochures and presentations as needed. 

· Participate in the planning and implementation of Fund Development and Advocacy events and programs.

· Attend appropriate community, business, United Way, and Girl Scout meetings, and trainings. 

· Manage internal Fund Development charts and reports

· Prepare timely and appropriate business reports and records as necessary. 

· Participation in Council’s Annual Appeal and United Way is strongly encouraged.

· Provide support to the Council as necessary in order to achieve the overall goals and objectives of the Council. 

· Other duties as assigned.
Qualifications:

· BA or BS degree in marketing, public relations, human relations, communications or related degree and/or:

· 3-5 year’s demonstrated related experience.

· Prior experience working with non-profits, or working with young adults, as well as experience working with the Board of Directors and committees. 

· Knowledge of principles and practices of non-profit and/or volunteer management.

· Ability to work effectively with employees, volunteers, Board of Directors, donors and potential donors.

· Ability to obtain good working knowledge of GSCB’s policies, procedures and philosophies.

· Be self-motivated, organized, flexible, and have good time management skills.

· Ability to make presentations as necessary.

· Familiarity of fund raising practices as they relate to the non-profit sectors in the Delmarva Peninsula. 

· Must be able to type and proofread materials efficiently and timely.

· Working knowledge of the community, corporate and community leaders and ability to recruit and cultivate corporate and community donors as well as volunteers and/or staff.

· Outstanding comprehension and critical thinking.

· Outstanding oral and written communication skills.

· Budget-planning and preparation skills.

· Willingness to work a flexible work schedule including evenings and weekends and travel throughout the Council’s jurisdiction.

· Advanced computer skills using various Windows-based software programs, including desktop publishing. 

Interested and qualified individuals are invited to send a resume to mconlin@cbgsc.org for review and consideration.  Please include in the subject line of your e-mail the job title.  Thank you.
