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      JOB DESCRIPTION 
	  
Job Title: Development Officer    Effective Date:  
 
Reports to: Superintendent     Department: Development 
              
Job Summary:  The State College Area School District Development Officer will implement strategies to secure 
financial support from donors and funders to meet defined charitable goals of the District. Reporting to the 
Superintendent, the position will be responsible for developing and managing a pipeline of donors and potential 
donors to support organizational educational needs. This includes interacting with administration, staff and 
volunteer leaders to conceptualize, initiate, promote and implement specific fundraising activities intended to 
increase charitable support for the District. Funding sources include individuals, businesses and foundations as 
determined by the pool of potential donors. The Development Officer will be responsible for supporting the 
development and implementation of an annual budget and development plans, including management of all 
annual fund and major gift activities and initiatives intended to generate charitable support. The Development 
Officer will assure the conceptualization and maintenance of appropriate systems to generate private 
philanthropy, including but not limited to volunteer and donor management, research and cultivation, gift 
processing and recognition. The Development Officer must maintain accountability and compliance standards for 
donors and funding sources.  
              
Qualifications: 
 

*Education: Bachelor’s degree in Marketing or related discipline with preference given for advanced 
degree attainment 

 
*Certification: Certified Fund Raising Executive (CFRE) – preferred  

 
*Experience: A minimum of three (3) years of proven professional experience in fundraising is 

required.      
 
*Skills:  

1. Skilled in creating powerful, compelling written and oral communications for fundraising. Ability to 
convey complex concepts. 

2. Knowledge of development/fundraising concepts and appropriate solicitation techniques. 
3. Strong interpersonal/human relations skills. 
4. Strong verbal and professional written communication skills. 
5. Marketing and presentation skills. 
6. Project management skills. 
7. Ability to interact with diplomacy and tact amid influential clients and diverse groups of 

constituents. 
8. Ability to maintain a high level of confidentiality. 
9. Ability to develop and maintain a fundraising database for tracking and recording contributions.   

              
Essential Duties and Responsibilities: 

1. Identify and qualify prospects, cultivate relationships, solicit and close gifts or grants and steward those 
relationships. 

2. Identify charitable and advocacy programmatic needs appropriate for educational support. Work with 
superintendent, staff, administration and volunteers to develop concepts and proposals, including 
measurable objectives. 

3. Manage and implement methodologies for frequent interaction (cultivation and stewardship) with donors 
and prospects through personal visits and other direct and indirect communications such as phone, email 



	  
and social media. This includes management of all engagement activities designed for selected donor 
groups or prospective donors within the market.   

4. Network effectively, internally and externally, to identify new private funding opportunities.  
5. Support administration through the development of concepts and proposals to potential donors and in 

negotiating private gift support. 
6. Inspire and encourage philanthropic action, including financial support, by working with volunteer leaders 

and groups. 
7. Ensure compliance with all relevant regulations and laws, maintain accountability standards to donors 

and ensure compliance with ethical principles and standards for charitable giving, as defined by the 
Association of Fundraising Professionals (AFP). 

8. Provide vital input for short and long-term strategic and operational planning and positioning within the 
District. 

9. Ensure that philanthropy and fund development are accomplished in a manner consistent with the 
District’s values, mission, vision and goals. 

10. Evaluate the effect of internal and external forces on the District and its fundraising development.   
11.  Keep abreast of developments in philanthropy and fund development and provide advice to 

administration on current trends, issues and establishment of District fundraising policies and practices. 
12. Establish performance measures to assist administration in the evaluation of the effectiveness of the 

District’s fund development program.  
13. Design and assure implementation of cost-effective fundraising programs while maintaining an 

acceptable level of quality and solid return on investment. 
14. Responsible for engaging the District’s Board of School Directors in the District’s overall fundraising 

program. 
15. Supports fundraising strategies and methods or activities to ensure proper acknowledgement, recognition 

and stewardship of donors. 
16.  Develop campaign materials, case statements and brochures in support of District fundraising efforts.  

 
              
Ancillary Duties:  

1. Any other duties as assigned by the Superintendent. 
 
Physical Demands:  
Light Work – Exerting up to 20 pounds of force frequently, and/or a negligible amount of force constantly to move 
objects.  If the use of arm and/or leg control required exertion of forces greater than that of sedentary work and if 
the worker sits most of the time, the job is considered light work. 
 
Check the essential physical requirements of the job:   
x  Visual acuity (color, depth perception and field of vision)  
x  Seeing x  Hearing x  Talking 
  Climbing x  Balancing x  Stooping 
x  Kneeling x  Crouching x  Reaching 
x  Standing x  Walking x  Pushing 
x  Pulling x  Fingering x  Grasping 
x  Tactile sense x  Repetitive motions 
 
Infrequent Lifting: 40 lbs.  50 lbs.  75 lbs.  100 lbs. 
Floor to Waist:  x        
Waist to Shoulder         
Overhead          
Carry 20 feet  x        
 
              
Work Environment:  

Typical office environment 
Subject to inside environmental conditions 

 
 



	  
 
 
              
Temperament:   
   Must possess excellent interpersonal skills 
   Must be able to work in an environment with frequent interruptions 
   Must be able to make judgments and work under high level of stress 
              
Cognitive Ability:   
   Ability to communicate effectively 
   Ability to organize tasks 
   Ability to handle multiple tasks 
   Ability to exercise good judgment 
              
Specific Skills:   
   Must possess comprehensive supervisory skills 
   Must possess computer skills 
   Ability to operate various office equipment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I have read and understand the job description for this position.  I am able to perform the functions of the 
position (without accommodation or with reasonable accommodation). 
 
 
              
  (Signature)        (Date) 


