
JOB DESCRIPTION 

 

JOB TITLE:  Director of Annual Giving 

 

JOB CODE: DVDA-E 

              

 

Exempt:  Yes          Supervisor: Timothy J. Mahar 

 

Employee Name:    
              

 

SUMMARY:  The position is responsible for the strategic planning and implementation of the annual 

Hope Appeal campaign.   This position will supervise a small gift processing team that is responsible for 

data entry, gift reconciliation, and financial reports for other departments. This includes the oversight of 

all marketing and communication materials, mailings, parish goals and solicitations.  Establish and 

maintain relationships with Pastors, understanding their role with the Hope Appeal.  Serve as staff support 

to the Pastoral Advisory Council.  The Director will also design a strategy to solicit lapsed donors to the 

Hope Appeal, as well as identify and recommend prospects for major gifts.  This position will also be 

responsible for the coordination and implementation of all donor stewardship activity for the Foundation. 

 

Other activities include working with the Diocesan Foundation, and Development Committee and other 

groups as directed. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Includes the following.  Other duties may be 

assigned.  

 Supervision of gift processing team. 

 Input of donor information and generation of reports through Raisers Edge donor data base 

 Proficiency in Raisers Edge. 

 Plan and implement annual Hope Appeal Campaign. 

 Oversee and develop all communication, marketing, and solicitation materials for the campaign.  

 Serve as a consultant to all parishes of the Diocese which request advice and counsel regarding 

the campaign.    

 Develop solicitation time-line. 

 Coordinate mailing of materials. 

 Work with Pastors supporting their specific campaign outreach. 

 Support parishes with materials and requests for speakers.   

 Design and implement an outreach strategy for lapsed Hope Appeal Donors.   

 Oversee and evaluate the donor and gift stewardship and report process. 

 Identity and recommend prospects for major or leadership donor strategies. 

 Attend donor/engagement events when required. 

 Attend Foundation Board meetings. 

 Other duties as assigned by the Executive Director 

 

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able 

to perform each essential duty satisfactorily.  The requirements listed above are representative of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable 

individuals with qualified disabilities under the Americans with Disabilities Act to perform the essential 



functions of this position.  Proficiency of Word, Excel, and Powerpoint.  Strong presentational skills. 

Supervisory experience with team oriented and strong collaborative skills.   

EDUCATION AND/OR EXPERIENCE:  Bachelor’s Degree and three to five years of relevant fund 

raising experience; strong understanding of the Catholic Church, its mission and practices.  

 

OTHER SKILLS AND ABILITIES:  Excellent leadership, organizational and communications skills; 

professional presence and the ability to build strong relationships with various individuals and 

constituencies; solid understanding of all aspects of fund-raising, including foundations and trust; 

excellent time and project management skills. Must have high attention to detail, exhibit strong written 

and interpersonal skills, and be able to successfully manage multiple relationships and priorities. 

 

 

Approved:               
  Employee      Date 

 

                    ______ 

Supervisor      Date 

 

 


