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Division of Labor Tables
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	DECISIONS THEY MAKE

	Job Title
	Executive Director
	Development Director
	Individual Giving Manager

	Decisions they Make
	-How the board will be engaged in development and the development team

-Who is hired into the role of Development Director and how they are onboarded

-When/how capital campaigns are conducted

-The development team’s strategic focus

-The makeup and structure of the development team
	
-How the development communication strategy will be operationalized

-The management of the development team

-Revenue goals by strategy by year

-Investments to be made in various strategies

-Development operations strategy

-How to operationalize each fundraising strategy
	-How relationships with individual donors will be managed

-How relationships with institutional donors will be managed
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	GOALS THEY’RE RESPONSIBLE FOR

	Job Title
	Executive Director
	Development Director
	Individual Giving Manager

	Goals They’re Responsible For
	-Board strategic engagement goals (are they engaged as they said they would)

-Key performance indicators of individual giving strategies: ex: number of donor touchpoints, number of prospects, number of proposals submitted
	-All revenue goals
-Board action planning (are they doing specific tasks)
	-Key performance indicators of individual giving strategies: ex: number of donor touchpoints, number of prospects, number of proposals submitted, average gift amount, number of monthly donors
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	BOARD SUPPORT

	Job Title
	Executive Director
	Development Director
	Development  Manager

	Major Gift Tasks
	- Relationship lead
	-Mobilize board members to connect with donors and prospects

-Lead board relations for events
	-Supports board meetings upon request
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	MAJOR GIFT TASKS

	Job Title
	Executive Director
	Development Director
	Development Manager

	Major Gift Tasks
	- Relationship lead
	-Strategy lead

-Portfolio quarterback

-Informs the design of gift proposal and quarterly impact report templates

-Data management

-Lead strategy, logistics, board relations, and data processes for events
	-Prospecting lead

-Relationship lead

-Produces all proposals and end of year appeal letters

-Data management

-Lead strategy and logistics for major donor events

-Support event execution
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	ANNUAL GIVING TASKS

	Job Title
	Executive Director
	Development Director
	Development Manager

	Annual Giving Tasks
	-Review final messaging 
	-Strategy lead and project manager for annual giving communication calendar

-collaboration with Community Engagement Manager on social media, photography, graphic design

-Data management
	-Storytelling lead

-Produces all copywriting for annual giving pieces according to the communications calendar

-Data management

-Identify opportunities for involvement in community activities 
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	EVENTS TASKS

	Job Title
	Executive Director
	Development Director
	Development Manager

	Events Tasks
	-Support guest list creation

-Personally invite guests

-Attend and engage
	-Strategy lead for event calendar

-Support guest list creation

-Personally invite guests
	-Project manager

-Lead on event communications

-Data management

-Day of logistics
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	GRANTS TASKS

	Job Title
	Executive Director
	Development Director
	Development Manager
	Outsourced Grant Writer

	Grant Tasks
	-Supports discussion about the overall grants strategy

	-Determines overall grants strategy
	-Track financials for grants and records grant data in Salesforce

-Supports external contractor with grant portfolio management, reporting, and prospect research
	-Prospecting
-Grant writing
-Grant reporting
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	CORPORATE SPONSORSHIP TASKS

	Job Title
	Executive Director
	Development Director
	Development Manager

	Corporate Sponsorship Tasks
	Relationship co-lead
	-Relationship lead for their portfolios
-Prospecting lead for themselves 
	-Produces social media, photography and video for fulfillment requirements
-Manages operations and project management for corporate service days
-Supports production of deliverables
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	DEVELOPMENT OPERATIONS TASKS

	Job Title
	Executive Director
	Development Director
	Individual Giving Manager
	Executive Assistant

	Dev Ops Tasks
	-Communicates donor touchpoints to Development Director, Individual Giving Manager and Executive Assistant
	-Leads weekly major donor meetings and bi-weekly strategy meetings

-Data lead

-Maintains all development reports and dashboards for internal optics on upstream metric goals

-Project manages improvements to Salesforce

-Manager of online giving platform
	-Enters major donor, annual giving, and corporate sponsorship data in Salesforce

-Supports data automation projects
	-Enters offline gifts into Salesforce

-Produces donor acknowledgement letters

-Logs Executive Director’s emails to Salesforce

-Supports event invitation and rsvp process
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	DECISIONS THEY MAKE

	Job Title
	Executive Director
	Operations Director
	Development Director

	Board
	How the board is engaged
	N/A
	How the board supports specific fundraising strategies

	Hiring
	Who is hired into all director-level roles and how directors are managed
	Who is hired on the operations team and how that team is managed
	Who is hired on the development team and how that team is managed

	Budget
	The pace of growth for the organization
	The annual budget (creating it and managing it)
	How revenue goals are assigned to each strategy

	Data
	How the organization learns from data
	How data is collected and analyzed
	How to use data for reporting

	Operations
	N/A
	How operations are managed and improved
	How to improve development operations

	Program
	The programmatic direction of the organization
	How operations support program efficiency
	How to communicate about the program to stakeholders
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	GOALS THEY’RE RESPONSIBLE FOR

	Job Title
	Executive Director
	Operations Director
	Development Director

	
	-Board strategic engagement goals (are they engaged as they said they would)
-Organizational growth goals
	-Financial management goals
-Operational efficiency goals
	-All revenue goals


[bookmark: _hpnnow13ii60]
[bookmark: _25m32o9y2t5x]

image1.jpg




