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The Meth-Wick Community 
Job Description 

Development Manager 
 
JOB SUMMARY 
The Development Manager will be responsible for expanding the giving program (annual and planned 
giving) in support of the mission of Meth-Wick’s Community by increasing the level of involvement and 
philanthropic support from donors and prospects. The Manager is responsible for managing a portfolio of 
gift prospects through active identification, cultivation, and solicitation. The Manager will actively solicit 
gifts, plan follow-up with donors and organize fundraising and recognition events as well as participate in 
employee engagement throughout the campus. This position has one direct report. 
 
ACCOUNTABILITY: 
The Development Manager will report to the CEO/ President and works collaboratively with 
administrative staff, the Development committee of the board and internal/external constituents. 
 
QUALIFICATIONS: 

 Bachelor’s degree in communication, marketing, or another related field. Candidates with 
experience in fund development, but without a college degree, may qualify for consideration 
based on previous work experience. 

 A minimum of 5 years’ experience in fund development preferred, which includes demonstrated 
success in annual gift fundraising and a documented record of prospect identification, personal 
visits, presentation of proposals, gifts secured and stewardship.  

 
REQUIRED SKILLS/ABILITIES: 

 Ability to thrive in a collaborative environment and be a team player. 
 Excellent interpersonal skill including the ability to interact with staff, donors, and residents at all 

levels.  Collaborates with other members of staff when needed. 
 Must present a professional image  
 Ability to establish priorities, be organized, and a strategic thinker 
 Knowledge of the healthcare environment 
 Experienced solicitor of annual gifts with the ability to market, identify and close gifts.  Be efficient 

and able to seek to minimize fund raising costs   
 Familiar with database management 
 Demonstrated management and pragmatic skills 
 Excellent written and verbal skills 
 Integrity, mature judgment, and discretion 

 
PHYSICAL DEMANDS  

 Must be able to sit, stand, or walk 100% of time. 
 Must be able to lift, carry, push, and pull up to 20 pounds 
 Must be able to bend, stoop, and reach occasionally. 
 Manual dexterity and the ability to use a computer. 
 Must have sufficient vision, hearing and speaking acuity to meet job requirements. 

 
ENVIRONMENTAL CONDITIONS 

 General office environment 
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ESSENTIAL JOB FUNCTIONS 
 Provide the management of annual and planned giving activities and events at The Meth-Wick 

Community. Take a leadership role in the cultivation and solicitation of annual gifts from assigned 
individuals as well as capital campaigns.  

 Develop and implement annual fundraising goals, priorities, and strategies for Meth-Wick, in 
conjunction with the Development Committee and CEO/President. Provide oversight to ensure a 
continuing program of donor acknowledgement, appreciation, and recognition. 

 Take a leadership role in planning and participating in events for development such as Legacy 
Month and capital campaigns. Develop and maintain relationships with residents and families. 

 Take a leadership role in planning and participating in employee engagement events such as 
promoting online employee engagement platform, planning lunches and employee events.   
Promote and develop relationships with staff. 

 Take active role in community-based relationships that benefit Meth-Wick. Maintain active 
participation in a professional network for fundraisers.  

 As assigned by the CEO/President, provide leadership and support for capital campaigns, 
employee campaigns, and special event activities in support of Meth-Wick.  

 Attends all mandatory in-service trainings.   
 Strict adherence to the attendance policy to include working additional hours when requested. 
 Perform all functions within the tenets of Meth-Wick’s Code of Conduct. 
 Report to CEO/President, Compliance Officer, or Senior Staff member any suspected breech of 

Corporate Compliance or HIPAA requirements. 
 Perform other related duties as assigned.  

 
 
I have read the above job description and fully understand its contents. I further understand I am 
responsible to competently perform each of these duties listed above.  
 
 
__________________________________________   ________________________ 
Employee Signature         Date 
 
 
__________________________________________  ______________________ 
Employer  Signature    Date 


