
 
 
 
 
 
 
 

 
 

Job Description 
 

DIRECTOR OF DEVELOPMENT 
 
 
The Director of Development for the Junior League of Memphis (JLM) will be responsible 
for developing, implementing, and helping enhance the JLM’s Fund Development 
strategy in accordance with policies, procedures, and objectives as established by the 
JLM Board of Directors (Board). Specifically, the Director of Development will be 
responsible for helping the JLM meets its annual fundraising goals through its 
fundraising initiatives, directing the JLM’s major gift programs, developing and 
implementing a planned giving program and a capital campaign. The Director of 
Development will work in conjunction with the Board of Directors, Fund Development 
Manager, JLM staff and other volunteers to implement the JLM’s financial goals and to 
help fulfill its mission of promoting voluntarism, developing the potential of women, 
and improving communities.  The Director of Development will report to the President 
of the JLM. 
 
Experience: 
 

3-4 years fundraising experience 
Marketing degree preferred 
 
Qualifications include: 
 

1. Must embrace the JLM’s mission.  
2. Possess strong interpersonal and writing skills. 
3. Have proven knowledge and experience in fundraising. 
4. Be a “self-starter” and goal-driven to initiate donor visits and fundraising calls. 
5. Display a positive attitude, show concern for people and community, 

demonstrate presence, self-confidence, common sense, and good listening 
ability. 

6. Demonstrate professional conduct at all times. 
 



Job Responsibilities: 
 

1. Develop and implement comprehensive JLM fund development budget and 
strategy partnership with Fund Development Council and Board.  

2. Develop and implement strategy for securing corporate partnerships and 
sponsorships, including prospecting, conducting meetings with prospects, and 
developing supporting materials in preparation for such meetings. 

3. Develop strategy and conduct individual fundraising initiatives (annual giving, 
corporate giving through United Way, major gifts, bequests, capital campaigns), 
as applicable 

a. Work in conjunction with Annual Fund Chair to establish JLM’s annual 
financial goals. 

b. Build a planned giving program with a focus on deferred gifts such as 
bequest expectancies. 

c. Expand the reach of the JLM to include non-member donors. 
d. Oversee creation of publications to support fundraising activities. 

4. Oversee fundraising database and tracking systems. 
a. Manage donor database in conjunction with Database and Administrative 

Managers. 
b. Plan and supervise appropriate stewardships of all gifts, including thank 

you correspondence, events, and listing of donors in publications. 
5. Research, write, and secure all grants and ensures compliance and reporting 

requirements are met for all grants in coordination with volunteer grant writer. 
6. Consult and support all JLM fundraising activities. 
7. Establish and maintain positive, consistent relationships with corporations, 

foundations and individual donors (including members) on behalf of the JLM. 
8. Attend Board of Directors meeting to give monthly development status report.  

Attend Fund Development Advisory, Budget meetings, and other committee 
meetings, as requested. 

9. Take an active and accountable role in ensuring the JLM meets its annual 
fundraising goals. 

10. Train the Fund Development team and JLM membership on how to support the 
organization through creative giving and sponsorship asks. 

11. Perform other related duties as requested. 
 
Salary/Benefits: 
 

$55,000 - $65,000 is the salary range; however, salary will be competitive / 
commensurate with experience and other qualifications. 
 
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. 
 
While performing the duties of this job, the employee is regularly required to sit. The 
employee is occasionally required to stand, walk, and lift (overhead, waist-level) from 
the floor. Specific vision abilities required by this job include close vision. 
 
Work Environment 
 

The work environment characteristics described here are representative of those an 
employee encounters, while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
This job operates in a clerical office setting. The noise level in the work environment is 
usually quiet and varies with public meetings and points of service in the community. 
 
Please send resume and inquiries to Wanda Brooks, JLM Administrative Manager, at 
Wanda@jlmemphis.org. 
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