
JOB DESCRIPTION 

FOR 

One Family Memphis 
 

 

 

 

JOB TITLE: Executive Director of Development 

REPORTS TO: One Family Memphis Board of Directors 

DEPARTMENT: One Family Memphis 

FLSA: Exempt 

SALARY RANGE: $75,000 - $100,000 

 
 

JOB PURPOSE: Responsible for driving the growth and development of all philanthropic activities, 

including events and programs, high wealth prospect and donor cultivation, high profile partners and 

corporations through the management and leadership of cross-divisional team members. Develops and 

implements a market specific strategic plan in partnership with organizational and board leadership to 

identify, cultivate, solicit/close and steward high wealth, corporate and individual volunteers, donors and 

sponsors with purpose of growing existing revenue sources and creating new revenue opportunities. This 

includes special event and general fundraising, media relations and public relations. Serve as an agile leader 

with strategic thinking skills and a visionary mindset, who can proactively find solutions to challenges and 

lead the organization to exponential growth. The Executive Director must possess a deep and strategic 

understanding of volunteers, donors and sponsors, and understand how their needs and business challenges 

can be addressed in innovative ways leading to significant increases in funds for the mission. The Executive 

Director must facilitate meaningful communication and process for both current and long term strategies, and 

the execution of those strategies, by incorporating a donor centric approach. This position must also develop 

staff and staff leadership pipeline for the growth of the organization. 

The Executive Director must be experienced and adept in leading internal and external strategies that 

facilitate growth in competitive market environments with a track record of previous accomplishments. 

(S)he must be able to lead projects and teams, build trust and influence others, manage complex strategies, 

remove roadblocks and work collaboratively with internal and external partners, with accountability for 

meeting all revenue and brand goals, as assigned. 

 
1. Uses fundraising, leadership and strategy expertise to work with donors to achieve goals using state 

of the art CRM, metrics, analysis and reporting to grow revenue year over year. Bring One Family 

resources to highest and best use for multi-year solicitation, cultivation and stewardship plans 

enterprise-wide. This includes experience and skills leading within the scope of event fundraising, 

gift planning and strategic partnerships. 

 
2. Responsible for the design and execution of fundraising events to drive incremental revenue and 

increase brand awareness. 

 
3. Leads an environment to guide strategy and execution to maximize revenue potential, including 



enterprise-shared accountability for revenue across One Family and Memphis Rox. Ensures all One 

Family employees are committed to and focused on revenue needs. 

 
4. Building on a strong experience base and creative intellect, design and pursue growth strategies for 

existing fundraising channels and identify new opportunities to expand organizational funding based 

on well-crafted strategy and strong collaboration with cross-functional teams. 

 

5. Build comprehensive strategic plans that focus on innovative and forward-looking business 

strategies to advance market competitiveness and contribute to overall success. Plans to include 

expansion/implementation, organization of campaign standards and metrics, defined revenue growth, 

retention and recruitment targets, volunteer leadership development, and participant cultivation 

plans. 

 

6. Intense consultation and strategic guidance to support select programs, including accountability for 

ensuring KPI’s are met. 

7. Studies internal and external data sources to analyze market opportunities, trends and competitive 

dynamics in order to identify and implement short and long term strategies in response to market 

needs and demands. Monitor internal and external trends to ensure success, inform growth 

opportunities, and support course corrections. Shares competitive trends with Board of Directors. 

8. Continually demonstrate a strong understanding and application of digital fundraising and direct 

response marketing tools to enhance a market-focused strategy. 

9. Responsible for creating annual budgets and appropriate reporting to ensure accurate forecasting, 

financial modeling, goal setting and measurement metrics for key business development initiatives. 

10. Stays apprised of advancements and changes pertinent to fundraising and development profession. 

Directs and leads adaptations to current strategies and practices in accordance with these changes 

and as necessary. Provides vision and direction to build and manage a full-scale development 

program. 

11. Assures the creation, implementation, management, and assessment of a comprehensive donor 

relations plan to support fundraising efforts. Designs and implements growth and retention strategies 

with existing donors and identifies opportunities to forge new donor relationships. 

12. Build a branding strategy that supports all fundraising and program efforts to ensure brand 

representation and adherence of all related policies. Understands, communicates and enforces the 

organization’s values, policies, guidelines and practices. 

 
13. Responsible for recruitment and retention of staff and engages volunteers as equal team members 

with specific responsibilities as part of their work. Creates a culture that showcases the mission of 

the organization. Supports professional growth for leadership. Responsible for helping guide 

training and ongoing professional development. 

 
14. Responsible for cultivation of partners/sponsors, volunteers and donors. Identify corporate prospects 

and major donors for further development, working a “portfolio” of the largest impact initiatives, 



along with appropriate reporting and updates to the Board of Directors. 

 
15. Responsible for creating and executing the communication strategy, including PR, social media, 

member communication, newsletters, etc. Maintains awareness of all fund raising programs and 

services and is prepared to speak at various community organizations to inform them of the work of 

the organization. 

 
16. Ensures consistent and frequent communication to inform and develop recommendations to the 

Board of Directors. Prepares and submits all necessary reports, as required by the Board of 

Directors. 

 
17. Maintains a positive relationship and ongoing communication with board members, third party 

organizations and volunteers; represents One Family in all areas in such a manner as to reflect 

positively on the organization. 

 
 

OTHER JOB FUNCTIONS 

1. Reviews and approves expenses related to the operation of the organization. 

2. Involves travel by plane and automobile, as needed. 

3. Performs other various job functions as may be assigned. 

4. Responsible for proper usage and maintenance for all company assets. 

5. Attends and participates in staff meetings and training seminars. 

6. Acts as an ambassador of the One Family, including maintaining defined brand standards with 

committees, volunteers and third party organizations. Complies with brand standards and maintains 

brand image, both inward and outward-facing. 

7. Maintains annual maintenance and testing of business continuity, disaster recovery and emergency 

response plans. 

 

REQUIREMENTS: 

Knowledge - Requires thorough knowledge of fund raising/sales and general management methods within 

nonprofit field; speak and write in a clear and understandable manner for internal/external relations; understand 

extremely complex verbal or written instructions; understand data processing applications; knowledge 

ordinarily acquired through a Bachelor's Degree plus 10 - 15 years of experience in the field of fund raising 

and/or sales including previous experience through levels of progressive management responsibility including 

management, budgeting, strategic planning, organizational development, cost control, resource allocation, etc., 

and special events fundraising; possess excellent diplomacy skills; must possess a valid driver's license 

(essential job functions- 1-17). 

 

Mental - Requires a high degree of concentration and attention to manage staff, negotiate with volunteer groups 

and implement fund raising events approximately 70% of the time; continuity of mental effort and 

concentration on one aspect of job or on several aspects with little opportunity for relief or shifting to work 

demanding less concentration and attention (essential job functions - 1-17). 

 

Physical - Requires walking/standing approximately 40%, sitting approximately 60% and lifting up to 30 lbs. 

approximately 2% of time; involves stooping, forward bending and crouching approximately 2% of time; 



involves traveling by train, plane and/or automobile approximately 20% of time. Involves occasional periods of 

extremely long work hours (essential job functions -1-17). 

 

Environmental - Requires capability of performing essential job functions in various office environments under 

various lighting and climate control tolerances (essential job functions - 1-17). 

 

Manual Dexterity - Requires use of hands, arms, and feet for occasional lifting; use of hands and arms to 

operate telephone, personal computer, other general office equipment and to record written information; 

requires capability of operating automobile (essential job functions - 1-17). 

 

Audible/Visual - Requires ability to hear; requires ability to visually observe essential job functions for 

satisfactory job performance. (essential job functions - 1-17) 

 

 
EDUCATIONAL REQUIREMENT EQUIVALENT: N/A 

 

 
Please submit resume and cover letter, or any inquiries, to: executiveoffice@onefamilymem.org

mailto:executiveoffice@onefamilymem.org


 


