
 
POSITION DESCRIPTION 

 

 
GENERAL RESPONSIBILITIES:                    
Grounded in a deep appreciation for liberal arts education, and working in close collaboration 
with the Vice President for Advancement, divisional colleagues and college volunteers, the 
primary duties of the Assistant Vice President for Development are: 1) to raise funds in support 
of the mission of the College through a portfolio of leadership donors; 2) to provide 
organizational leadership to the development program thereby ensuring comprehensive 
philanthropic support of the College; and 3) in partnership with development department 
colleagues, to oversee an efficient and effective system of identification, cultivation, 
solicitation, and stewardship of individual, corporate, and foundation donors.   
 
SPECIFIC FUNCTIONAL DUTIES: 

1. Oversee the day-to-day operations of the development program through supervision of 
the Leadership Gifts Officers, the Director of The Fund for Albright, the Director of 
Advancement Information Services, the Director of Prospect Research and 
Management, the Director of Corporate and Foundation Relations, and the Director of 
Donor Relations. 

2. Identify, cultivate, solicit and steward individual donors within a portfolio of up to 75 
donors and prospects who have the capacity to provide significant outright and/or 
planned gifts in support of the mission of the College. 

3. Assist in planning and conducting a comprehensive campaign including strategies for 
securing support for capital, endowment, and annual fund gifts. 

4. Maintain a personal call volume of at least six monthly donor visits and submit timely 
and adequately detailed call reports pertaining to field activity. 

5. Responsible for closing, each fiscal year, a minimum of 20 leadership gift solicitations 
with individual donors in support of approved College priorities such as capital projects, 
endowment, or current operations. 

6. Prepare periodic reports, briefing materials, correspondence, proposals, and related 
documents for cultivation, solicitation and stewardship of leadership gift prospects and 
donors. 

7. Prepare written and oral presentations and proposals as needed and provide support to 
the President and Vice President for Advancement, and, as appropriate, volunteer 
leadership engaged in fundraising activities. 

8. Perform other duties as assigned by the Vice President for Advancement. 
 

 
 



Physical Demands: 
The physical demands described below are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to use hands to 
handle, or feel; reach with hands and arms; and talk and hear. The employee is required to 
stand; walk; sit; and is occasionally required to climb or balance; stoop, kneel, crouch, or crawl. 
The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close vision, peripheral vision, and ability to adjust focus. 
 

OCCASIONALLY-0-35% OF 
TIME 

FREQUENTLY-36-74% OF TIME CONSTANTLY-75% OF TIME 

Stand Sit  

Walk Lift/Carry/Push/Pull 0-10 lbs.  

Drive   

Reach   

Bend   

Climb   

Crawl   

Squat   

Lift/Carry/Push/Pull 11-50 
lbs. 

  

 

Work Condition: 
a. Extensive travel required, both regionally and nationally. 
b. Weekend and evening hours required on occasion. 
c. Normal office environment; typically sitting at a desk or table; typically standing or 

walking. 
 
Qualifications/Prerequisites: 
 

1. COMMUNICATION 
a. Ability to create a high level of trust and to communicate clearly with donors 

regarding giving opportunities. 
b. Exceptional interpersonal and communications skills, including skills in active 

listening and persuasive articulation. 
 2.  SKILLS 

a. Character strength, personal integrity, a strong work ethic, and a creative approach 
to problem-solving. 

b. Ability to inspire, support and develop the capacity of an effective team within a 
sophisticated development operation. 



c. Capacity to understand and effectively promote the mission of a liberal arts college 
among diverse constituencies. 

d. Through a deep understanding of current best practices, create more robust 
development goals, objectives, and operations. 

e. Demonstrated success in achieving fundraising goals in a timely manner. 
f. Excellent organizational, planning and writing skills and able to manage multiple 

projects simultaneously while meeting deadlines. 
g. Adequate flexibility to work effectively with a wide range of constituents, including 

faculty, students, trustees, volunteers, alumni, corporate donor representatives, 
administrators and parents of students. 

h. Demonstrated competency with Word, Excel, and PowerPoint, as well as effective 
facility with fundraising software systems. 

i. Personal qualities of trustworthiness, openness, cooperation, accessibility, kindness, 
flexibility, and a sense of humor. 

 

2. EMPLOYMENT EXPERIENCE 
a. A minimum of seven years of progressively responsible advancement/development 

experience in a higher education setting with four years at the director or equivalent 
level is required.  

 

3. EDUCATION 
a. A Bachelors degree required; Masters degree preferred. 

 

 
 


