November 2025
JOB DESCRIPTION

Position:	Director of Development and Communication
Department:						Financial Development
Exempt Status:					Exempt
Pay Status:						Salaried
Immediate Supervisor:				Chief Executive Officer
Immediate Subordinates:	Annual Giving Officer, Financial Development Assistant, Donor Relations Coordinator, Marketing and Events Coordinator
Primary Location of Work:	Cobb Center at Dunn Cottage, travel required
Typical Workweek:	40hr. Monday - Friday, some nights and weekends required.
Primary Location of Work:			Cobb Center at Dunn Cottage, travel 
Date prepared/Revised:				July 7, 2024, November 2025
Approval Authority:				CEO
Reviewing Authority:				BoD Personnel Committee

Purpose

The Masonic Home for Children at Oxford is dedicated to providing the highest level of care for children in a loving and supportive home environment. The Director of Development and Communication will provide leadership and direction for all aspects of the Financial Development Team at the Home. Led by the vision and mission of MHCO, the Director of Development and Communication will build a comprehensive advancement program to secure the funds necessary to sustain and grow the programs of MHCO.

Major Functions for which the Employee has Direct Responsibility

Priority

1. Lead Fundraising Program for the Home	 			           80 % of Time
												
· Produce and lead a comprehensive advancement plan, that is in line with MHCO’s mission and vision, to drive revenue growth through annual, major, and planned giving.
· Coordinate the identification, cultivation, solicitation, and stewardship of donors both personally and through the financial development team and executive staff of MHCO.
· Build and manage a personal portfolio of major and planned gift donors.
· Manage the annual giving fund strategy.
· Oversee the Home’s stewardship and recognition strategy including, but not limited to, the Hayes Neal Society.
· Oversee donor database and all gift reporting to ensure accurate records and the effective use of data to drive strategy.
· Develop and execute the Home’s strategy for grant applications collaborating with the appropriate MHCO team members.
· Represent MHCO to the public in an engaging and compelling way to inspire support for the Home.

Priority

2. 	Lead the Home’s Development Team				            10% of Time
	
· Provide supervision, guidance, and coaching to all members of the financial development team.
· Encourage and support a team environment that includes creative thinking, shared goal setting and problem solving, and unity in purpose.
· Regularly conduct supervisory meetings with all assigned staff, and conduct initial, periodic, and annual performance reviews for those staff.
· Using a data-drive approach, engage and equip other MHCO departments in fundraising efforts.
· Serve as a member of the Home’s leadership team.
· Serve as the liaison between MHCO and the North Carolina Masonic Foundation.

Priority

3. Serve as the Home’s Director of Communication		            10% of Time

· Oversee all external communication of MHCO including print and electronic marketing material, newsletters, and other media.
· Oversee and manage the brand and voice of MHCO.
· Craft powerful and compelling written and oral communications.

Person Specification

Position:				Director of Development and Communications
Department:							       Financial Development

Prerequisite Qualification, Education, Experience, or Certification:

· The person occupying this position must have a bachelor’s degree from an appropriately accredited institution in Marketing, Communications, or related field.
· Possess at least four years of full-time experience in a financial development environment.
· Must have excellent written and verbal communication skills.
· Must possess a thorough knowledge of fundraising data software and database management abilities.
· Must have excellent organizational skills, project management experience, and high attention to detail.
· Must be proficient in Microsoft Office Suite
· Must hold a valid driver’s license and have the ability to travel throughout the state of North Carolina.

Physical Requirements/Working Conditions:
The physical demands described are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.
· Physical effort is minimal.
· Seventy-five percent (75%) of the workday is spent sitting, standing intermittently, and bending.
· Must be able to carry 20 pounds.
· Requires manual coordination to operate switchboard, computer, and other business equipment.
· Requires continuous mental and visual attention to diversified operations.
· Must be able to function efficiently despite distractions and interruptions.
· Must be able to communicate orally in English and/or in writing with residents, coworkers, families and the public.
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