
 

Presbyterian Night Shelter 

 

Job Description  

 

Job Title:  Vice President of Development 

 

Reports to: Chief Executive Officer 

 

Department: Development  

 

Classification:  Exempt 

 

Job Summary 

The Vice President of Development is responsible for designing and implementing 

strategies for development that achieves financial and in-kind resources to fund the 

annual budget, capital and planned giving activities to support the organization’s mission. 

The Vice President is responsible for creating and managing the marketing organization 

communications, volunteer, and brand management strategies while positioning the 

agency for strong public relations.  

 

Job Responsibilities 

 

1. Work closely with the CEO to set direction, define and coordinate strategies for 

the department. 

2. Oversee the implementation and manage all activities of development, marketing, 

public relations and volunteers  and report progress to CEO and PNS board of 

directors. 

3. Lead and establish revenue goals, develop annual and long-range workplans to 

identify and secure (human, financial, in-kind) resources to implement overall 

development plan and oversee the department budget and manage expenses.   

4. Oversee all development of fundraising and marketing materials, proposals, 

reports and organizational collateral materials.   

5. Serve and engage with the Board of Directors, liaison with committees and 

community to effectively steward, recognize and renew donor giving. 

6. Develop and lead marketing, public relations and communication strategies and 

plans from concept to implementation for internal and external audiences. 

7. Supervise Director of Volunteer Engagement, volunteer recruitment, engagement, 

and recognition, and community outreach. 

8. Guarantee action plans and messaging to articulate and implement 

communication needed to effectively promote and grow the donor base.   

9. Active leadership in planning and executing capital fundraising and planned 

giving activities to ensure productive, efficient and successful implementation and 

accountability. Lead committee work with fundraising volunteers and CEO. 



10. Leverage the relationship management program with team assignments and 

manage a portfolio of major gift prospects stewarding them to consistent and 

upward trending giving. 

11. Interface with the board of directors and oversee the work of the Resource 

Development committee.   

12. Develop tactics to market planned and major giving, match prospects and work 

through a cultivation and solicitation plan.  

13. Oversee annual organizational events including annual Gala fundraiser, working 

with the volunteer committee to ensure adherence to budget, sponsorship and 

ticket sales, and successful revenue goals. 

14. Work closely with CEO and other leadership staff to collaborate on and define 

fundraising opportunities for program funding. 

15. Oversee continuous development and maintenance of accurate and useful donor 

records within the donor database to facilitate effective relationship management 

and stewardship activities for all capital and annual fundraising. 

16. Develop and maintain clear and accurate reporting and analysis, creating course 

corrections as necessary in order to achieve financial and departmental goals. 

17. Provide a strategic level of visibility and relationships in the community that 

portrays Presbyterian Night Shelter as a valued community asset and an attractive 

opportunity for philanthropic support. 

18. All other duties as assigned. 

 

Supervisory responsibilities: Director of Development, Director of Major Gifts, 

Director of Communications, Director of Volunteer Engagement, and Development 

Assistant, oversight of outside vendors as required. 

 

Interaction:  Other staff, board members, supervisory personnel, guests, donors, 

community members, volunteers. 

 

Qualifications 

 

Education and Experience:  Bachelor’s or Master’s Degree in Business, Marketing, 

Communications, or related field required. Certificate in Fundraising Management or 

CFRE preferred. Eight to ten or more years of demonstrated leadership experience 

managing a and growing a team of professional staff and volunteers. Must effectively 

demonstrate strong interpersonal skills, and the ability to mobilize and work alongside 

board members with proven excellence in oral and written communication skills. 

 

Strong experience in building strategy through short and long-range goals, objectives and 

actionable plans that will complement the mission, vision, values and goals of the 

organization. Must be highly organized with a detail-oriented mindset, support the 

process, system and analysis of donor data and adhere to ethical standards of fundraising 

and marketing principles.  

 

Must have a valid Texas driver’s license required and proof of auto liability insurance. 

 



Physical demands: The physical demands described here 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. 

 

Work environment:  Attendance at related public functions and availability to work 

some evenings and weekends required to meet the demands of executive management. 

Demonstrate initiative and work as a team player. The work environment includes 

frequent exposure to loud noises, emotional individuals, intoxicated individuals and 

disruptive individuals.  Occasional exposure to aggressive behaviors.  Frequent exposure 

to communicable disease.  Occasional exposure to irritating or caustic substances. 

 

 

Employee receipt of job description 

 

This job description is not intended to be all inclusive.  Presbyterian Night Shelter 

reserves the right to revise or change job duties.  This job description does not constitute 

a written or implied contract of employment. 

 

I have read and understand this job description.  I certify that I am able to perform the 

requirements of this job description.  I have received a copy of this document. 

 

 

________________________________________  ______________ 

Signature       Date 
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