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Cleve J. Fredricksen Library 

Job Description 
Development Director 

Full Time  

Exempt 

Updated:  10/13/2009; Revised 6/23/2010; Revised 11/10/2010; Revised 1/10/2013; 8/1/2015; 

Revision 9/1/2015 

 

Job Summary: The Development Director will design and implement a broad multi-year fundraising 

program through relationships to secure financial support for the mission and strategic priorities of 

Fredricksen Library.  The effective Director will help forge new relationships to build Cleve J. 

Fredricksen Library’s visibility, impact, and financial resources, while maintaining and nurturing existing 

relationships.  Highly developed interpersonal skills, project management, event planning, and creativity 

are critical to the position.   

 

This position has a working relationship with and is under the supervision of the Library Director.  This 

position also has a working relationship with the Board of Trustees, and serves as staff consultant on the 

Board’s Development Committee. 

 

This position also requires day, night and weekend hours as Facility Manager and attendance at library 

and community events.   

 

Essential duties and functions: 
 

1. Identifies and develops business, community, foundation, municipal and individual prospects for 

the Library’s fundraising priorities 

 

2. Builds relationships with those identified in item 1 to advance the mission and fundraising goals 

of the Library, including but not limited to delivery, acknowledgment, and data retention   

 

3. Represents the Library before a variety of individuals and groups 

 

4. The Development Director with the Library Director,  will work to acquire funding and to 

coordinate with Board of Trustees and the Development Committee to maximize all aspects of 

fund solicitation and acquisition 

 

5. Organizes and coordinates special events and develops new opportunities for fundraising 

 

6. Prepares regular reports on progress, budgets, receipts and expenditure related to fundraising and 

the management of development activities. Monitors expenses and analyzes budget reports on 

development activities and recommends changes as necessary 

 

7. In conjunction with Marketing Coordinator, develops fundraising materials 

 

8. Oversees the administration of a donor mailing list and database which respects the privacy and 

confidentiality of donor information 

 

9. Works with department heads and administration to design and develop department specific 

funding proposals, to include grant writing. 

 

10. Attends staff and other professional meetings.  Participates in and strengthens Library and Branch 

teams.  Keeps current on fundraising developments and complies with continuing education 

requirements 

 

11. Other projects and responsibilities may be added at the Library Director’s discretion 
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Development Coordinator (continued) 

 

Required Knowledge, Skills, and Abilities:  

• Creativity/Innovation: Develop unique ways to create new opportunities to improve the finances 

of the Library  

• Build Relationships: Establish and maintain positive working relationships with others, both 

internally and externally, to achieve the goals of the Library 

• Communicate Effectively: Speak, listen and write in a clear, concise manner using appropriate 

and effective communication tools and techniques 

• Focus on Donor Needs: Anticipate, understand, and respond to the needs of donors to meet or 

exceed their expectations within the Library’s strategic parameters 

• Foster Teamwork: Works cooperatively and effectively with others to set goals, resolve problems, 

and make decisions that enhance organizational effectiveness 

• Lead: Positively influence others to achieve results that are in the best interest of the Library 

• Make Decisions: Assess situations to determine the importance, urgency and risks, and make 

clear decisions which are timely and in the best interests of the Library 

• Organize: Set priorities, develop a working schedule, monitor progress towards goals, and track 

details, data, information and activities 

Education: 

 

• Bachelor’s degree required, Master’s degree preferred  

• Experience in fundraising, marketing, public relations or related field 

 

Physical and Environmental Conditions:  

 

Work regularly demands manual dexterity and visual acuity when working with a computer and 

paperwork.  Regularly uses repetitive movements and views small print while working with a computer; 

regularly requires travel to various library meetings, workshops, and conferences.  Work may require 

standing or sitting for extended periods of time.   

The work environment involves everyday risks which require normal safety precautions typical of such 

places as offices, meeting rooms, and libraries, e.g., the use of safe workplace practices with office 

equipment, avoidance of trips and falls, and observance of fire regulations. 

________________________________________________________________________ 
 

This document describes the position currently available.  It is not an employment contract.  The Cleve J. Fredricksen Library reserves the right to 
modify job duties or job descriptions at any time. 

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform essential functions of this job. 


