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Development Director 
Job Description 

 
 

Job Description: The Development Director (“DD”) is the head of the Hawaiian 
Islands Land Trust (“HILT”) development department and as such is responsible for 
helping design and implement an approved comprehensive development and donor 
stewardship program, and for establishing and overseeing a multi-faceted 
communications and marketing plan in consultation with the Executive Director (“ED”). 
Reporting to and supporting the ED, the DD will advise and consult with the ED on 
development, campaign, and communications/marketing matters.  The primary 
responsibilities of the development department are as follows: (1) Plan and implement 
strategies to secure the needed charitable contributions to support HILT’s general 
operations while expanding and diversifying HILT’s donor base; (2) Plan and implement 
strategic outreach, communication and marketing initiatives that generate the broadest 
possible awareness and support for HILT; and (3) Help plan and implement strategies so 
that HILT succeeds with its specific fundraising campaigns (e.g., parcel specific land 
acquisition campaigns), especially HILT’s first capital campaign scheduled to begin in 
the near future. The DD directly supervises the Assistant Development Director 
(“ADD”).  The DD will be an ethical individual with the intellectual depth, maturity, 
wisdom, humor, and collaborative skills to garner trust and confidence of HILT staff, 
Board members, and other constituents and to inspire them to new levels of fundraising 
performance.  
 
Required Profile: The DD will be a person of integrity and will possess an articulate, 
engaging and persuasive personality with an extraordinary work ethic. As a Director of 
the organization, the DD is expected to strive for excellence with her/his work on behalf 
of the organization.  She/he will be an experienced professional who understands and 
respects the proper structure and functions of a governance modeled Board, and also be 
able to leverage staff and volunteer fund raising skills and networks to advance the 
philanthropic mission of HILT. She/he must be able and willing both to work as part of a 
team and to operate independently while always keeping the ED, and when appropriate 
other staff and volunteers, apprised on issues, problems, opportunities and progress. A 
working knowledge of the various methods of charitable giving and of the legal and tax 
implications of both current and planned gifts is important. She/he will have 
demonstrated talents in writing, public speaking, and interpersonal communications, and 
will possess superior organization and management skills. The DD should possess 
experience in all standard development program areas (annual appeal, membership, 
special events, grant writing, planned giving, and capital campaigns) and will have 
particular knowledge of communications and campaign management and major gift 
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solicitations. The DD should have a Bachelor’s degree, at least three years of non-profit 
development experience, and computer proficiency with donor software systems 
(working knowledge of Raiser’s Edge software a plus), MS Office, and desk-top 
publishing.  Knowledge of website use and updating a plus. 
 
Specific Responsibilities (special timely priorities are in bold below):  

• Working closely with the ED and ADD, and others when appropriate, 
provide leadership and management essential to the design, implementation 
and evaluation of a comprehensive development program through which 
both short and long-range objectives of HILT can be funded. 

• Execute HILT’s short range objective of securing large grants from select 
major donors to build HILT’s capacity. 

• Actively work to expand and diversify HILT’s donor base through a new 
membership program.  By the end of 2013, HILT aims to more than double 
its donor base to 1,000 donors primarily through its new membership 
program. 

• Help HILT design and begin implementation of its first capital campaign 
near the end of 2013 which will be focused on building critical sustaining 
funds for the organization (general operations reserve, land acquisition fund, 
stewardship endowment fund, and legal defense fund).  

• Evaluate the strengths and weaknesses of the development program and bring the 
entire program to a new level of effectiveness to maximize its potential for raising 
funds. 

• Prepare and annually submit to the ED a proposed annual fundraising plan 
detailing development activities and timetables for meeting specific funding 
priorities for the forthcoming fiscal year. 

• Organize and manage appropriate office operations, establishing policies, systems 
and procedures, and preparing and administering the applicable section of the 
budget with regular reporting to the ED about how development activities are 
tracking against the annual budget. 

• Supervise the ADD through motivational mentoring and modeling of professional 
conduct.  The ADD is a critical member of the HILT development team who 
needs support and to feel challenged with meaningful tasks.   

• Provide support and guidance to advance and leverage the capabilities of the ED 
and select volunteers participating in the identification, cultivation, solicitation 
and stewardship of major donors. 

• Work to enhance understanding of and credibility for the mission of HILT among 
volunteers, donors, and the State of Hawaii at large. Work to enlarge networks in 
the philanthropic and business sectors. 

• Oversee various cultivation and fundraising events on behalf of HILT while 
always keeping track of the myriad details that must be attended to in order for 
the execution of excellent events and necessary follow-up. 

• Manage the processes of researching, writing and submitting major gift requests 
and grant proposals for specific funding needs (both for annual and capital 
initiatives) from major funding sources including individuals, organizations, 
governmental entities, corporations and foundations. 
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• Participate personally in the cultivation, solicitation and stewardship of select 
major gift prospects. 

• Prepare periodic and annual reports for the ED, and others as required, reporting 
on the effectiveness and achievements of the development program and 
organization. 

• In consultation with the ED and others as applicable, design and manage the 
internal processes for accounting, reporting and acknowledging of all gifts, 
maintaining accurate financial records and files in accordance with IRS and donor 
requirements. 

• Oversee a planned giving program that educates and engages donors in the 
mission of HILT, and collaborate with planned giving specialists (tax and estate 
attorneys, financial advisors) as needed. 

• In close coordination with the ED, provide oversight for the design and execution 
of a communications and marketing plan that conveys consistent messages and 
updates all constituents of HILT while also expanding awareness of HILT’s 
important mission and brand throughout Hawaii. This plan includes such elements 
as newsletters, e-news, annual appeal, membership copy, campaign collateral, 
website copy, annual report, public outreach programs, displays and brochures. 

• Ensure that all HILT development activities are in compliance with the Land 
Trust Alliance’s Standards and Practices and IRS requirements. 


