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Title:   Chief Development Officer 
Status:   Full-Time 
Reports to:  Executive Director  
 
Job Description  

OUR HOUSE Grief Support Center is the premier provider of grief services in Southern California. 
Currently celebrating our 25th anniversary, the agency has grown to include three locations, dozens of 
satellite sites, and four key service lines, with a strategic plan in place for further expansion. The Chief 
Development Officer will be a key member of the agency’s leadership team, with diverse responsibilities that 
include: manage, supervise, and empower the Fund Development team; guide creative strategic planning for 
agency expansion; oversee all fundraising and cultivation in partnership with staff, Board of Directors and 
community leaders; and lead data management. 

Qualifications: Bachelor’s degree, Master’s degree preferred; minimum 7+ years management and 
fundraising experience; exceptional communication skills and emotional intelligence 

Specific Duties: 
 
Leadership, Management, and Supervisory Responsibilities 

• Lead, direct, and oversee all aspects of Fund Development team’s work 
• Supervise all members of the Fund Development team, and provide leadership, mentorship, 

expectations, and support; provide ongoing training, empowerment, and coaching 
• Participate in, conduct and lead team meetings in various configurations to ensure communication, 

clarity, consistency among the team members  
• Responsible for recruiting, hiring, orienting, reviewing, sustaining, and releasing Fund Development 

team members as needed; update job descriptions annually 
• Student intern supervision may be included in future years 

 
Strategic Planning 

• Participate with agency leadership to develop three-year strategic plans which guide agency’s growth 
and sustainment 

• Determine strategic growth numbers and concepts annually related to Financial Sustainability; 
oversee ongoing financial efforts; review and revise plans to continually assess measurable 
performance priorities 

• Gather, interpret and articulate Fund Development information to inform planning, ranging from 
financial environment, to internal and community trends and resources, to barriers to growth  

 
Fund Development and Planning 

• Lead staff and volunteers to institutionalize philanthropy and fund development within the 
organization. Help develop a balanced funding mix of donor sources and solicitation programs 
tailored to the needs of the organization to attract, retain and motivate donors and fundraising 
volunteers 

• Design and implement annual Fund Development plan: identify, qualify, and develop donors and 
contributions to support the organization. Help establish measurable performance benchmarks. 
Monitor and report data and results every month, and work with the Development Director, 
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Executive Director, development committees, and Board of Directors in evaluating the effectiveness 
of the organization’s fund development activities and methods  

• Provide general oversight and manage day-to-day Fund Development operations, and volunteer and 
donor management and tools, research and cultivation, gift processing and recognition  

• Maintain accountability, security, and compliance standards for donors and funding sources. 
• Oversee execution of program, impact, and annual donor reports  

 
Culture of Cultivation 

• Establish and reinforce a culture of ongoing individual cultivation and relationship-based fundraising 
• Educate and reinforce methods and strengths of long-term development approaches 

 
Liaison to Agency Boards and Overall Agency Responsibilities 

• Attend Board of Directors, Associate Board and Valley Associate Board meetings as requested 
• Collaborate with staff and volunteers re: cultivation activities, such as those connected to Alumni 

and Volunteers 
• Attend and participate annually in Run for Hope, Volunteer Luncheon, House of Hope Gala, Night 

for Hope, Salon fundraising events, plus additional events as available 
• Attend monthly all-staff meetings and annual retreats, and present team updates as requested 

 
Marketing, Leadership Development and Outreach/Networking in the Community 

• Facilitate meetings for team and E.D. to be a part of expanding the agency’s circle of influence 
• Identify strong ambassadors to increase awareness of the agency to further the agency’s mission  

 
Professional Development 

• Attend conferences and continuing education to increase skills and knowledge 
• Remain current with latest theories, research, developments and trends in philanthropy and the non-

profit sector, and assess and interpret findings to inform direction of agency’s cultivation efforts 
 

 
  

 
 

 


