
Senior Development Officer, Donors and Special Events

Catholic Charities of the Diocese of Raleigh

Director of Development - Catholic Charities

Reporting to the Director of Development, the Senior Development Officer is responsible for
advancing the mission of Catholic Charities of the Diocese of Raleigh by working with program
staff to raise Catholic Charities visibility in the community and to expand fundraising capacity in
development and fundraising endeavors. The Senior Development Officer will be responsible
for assisting the Director of Development in identification, solicitation, and stewardship of major
donors as well as coordinating and implementing all fundraising special events.

Donor Cultivation/Relationship Building:
- Gain a comprehensive understanding of the priorities of Catholic Charities as a whole and make a persuasive oral and written

case for supporting key programs
- Make public appearances/accept speaking engagements to share information about Catholic Charities with the community
- Conduct assigned personal visits with prospects and donors
- Execute measurable strategies to grow the donor pipeline
- Maintain a donor retention program for current and future donors
- Coordinate regional fundraising and awareness efforts

45.00



Donor Cultivation/Relationship Building Continued:
- Serve as a staff liaison for the Board Development Committee
- Maintain gift recognition programs
- Maintain a relationship with Diocesan Development Department and Data Services
- Utilize fundraising database and tracking systems
- Oversee creation of publications to support fundraising activities

Special Events:
- Coordinate fundraising special events i.e. Catholic Charities Gala, Drive Out Hunger Golf Event, various regional events, and

online giving appeals
- Support, manage and serve as main point of contact for volunteer special event committees
- Work with contracted event vendors and agencies to ensure seamless, integrated execution of events, and related services and

support
- Plan and manage all activities and expenses associated with executing events. Those activities include, but are not limited to,

guest invitations, guest experience, venue/vendor contracts, agenda/run-of-show, audio-visual needs, decoration, entertainment
and experiential elements, seating, registration, and managing special guests.

- Assist the Director of Development with capital campaigns 45.00

Special Events Continued:
- Collaborate with Director of Communications to coordinate event communications/PR
efforts including design and printing, press releases, social media, and publicity

- Work with Director of Finance to monitor budgets (revenues and expenses) and payment
processes for events and build reporting tools to track success

- Work closely with board and event committee members to develop long term strategies for
growth and enhancement of event outcomes

Other Duties:
-Attend agency, staff, and community meetings as determined by supervisor
-Perform other duties associated with the general responsibilities of this position
 and/or as assigned by supervisor

10.00



Bachelors Degree

Special Events and Development 4

- Strong project management skills with the ability to achieve results, manage multiple tasks and adhere to tight deadlines
- A track record of successfully securing gifts from donors
- Utilizes a strategic approach to fundraising and possess a strong knowledge of fundraising best practices
- Experience and knowledge of using Blackbaud Raiser’s Edge and Wealth management software
- Exceptional oral and written communication skills
- Ability to work in a team environment

Special Requirements:
- Knowledge of and commitment to Catholic social teachings and practices and the mission of Catholic
Charities of the Diocese of Raleigh

- Valid NC Driver’s License and a vehicle in working order for business use
- Authorized to work in the U.S.

Skills: Proven computer skills including Word, Excel and other appropriate applications

*Job responsibilities will involve travel and some work beyond the regularly scheduled workdays, i.e., weekends and evenings as scheduled, and as needed.




