
 
 

POSITION DESCRIPTION 
 
 
 Position Title: Assistant Director of Development  
  Report to: Executive Director  

Status: Exempt 
 

Organization Overview: 
The Library of Virginia Foundation was founded in 1984 to advocate for and provide public and 
private support of the Library of Virginia and its mission. A significant bequest from Annabelle Cox 
McAllister provided the funds to establish the Foundation, which is a private 501(c)(3) organization 
that receives grants, bequests, and donations from individuals, corporations, foundations and other 
organizations in support of the Library. The Library of Virginia Foundation is dedicated to promoting 
cultural and historical literacy throughout the commonwealth. The Foundation reaches out to both 
adults and children in bringing to life Virginia's culture and history through enjoyable and interactive 
reading, writing, and arts programs; exhibitions; and publications. 

Position summary:  
The Library of Virginia Foundation is seeking a dynamic fundraising professional to help drive 
development efforts. A new position in the organization, the Assistant Director of Development will 
partner with the Executive Director to expand the Foundation’s base of private support through 
donor relationship activities. Strong experience in developing strategic fundraising relationships, in 
addition to the ability to manage donor pipelines and prospect research efforts, is required. The 
Assistant Director of Development must work well with Library and Foundation staff and volunteers. 

 

Core duties and responsibilities: 

 Develop and maintain ongoing relationships with donors. 

 Secure financial support from individuals, foundation and corporations. 

 Function as a major and planned gifts officer by creating strategic and targeted 
opportunities for cultivation, solicitation and stewardship through personal visits. 

 Oversee writing and submission of grant proposals to foundations and corporations, 
as well as required reports. 

 Assist with crafting a compelling case for support. 

 Work collaboratively with Library and Foundation staff to identify funding priorities, 
establish fund development plans and goals. 

 In partnership with the Executive Director, engage board members and other key 
leaders in the fundraising process. 

 Conduct prospect research in an effort to expand the Foundation’s donor pool. 

 Support annual fund, planned giving, grant writing and reporting, pipeline 
management, and prospect research efforts tied to fundraising activities, as 
appropriate. 

 Ensure that accurate and thorough records are maintained, including timely gift 
processing, donor records, mailing lists, contact and call reports, giving history, 
biographical data, etc. 



 
 

 Perform specific other duties or tasks as may be assigned by the Executive Director to 
advance the mission and the support of the Library of Virginia. 

 

Job Specifications: 

 Ability to perform job in accordance with the organization’s policies & procedures. 

 Extensive experience operating a comprehensive fundraising program to include personally 
soliciting funds and motivating others to solicit funds. 

 Must have had successful experience working with and motivating volunteers, boards and 
committees. 

 Must be proficient in Microsoft Office programs. 

 Ability to communicate and present effectively both verbally and in writing. 

 Ability to manage multiple projects and strong attention to detail skills are required. 

 Must be a team player and able to adapt to change and demonstrate flexibility. 

 Must possess strong interpersonal skills and the ability to work with entire organization to foster 
goal accomplishment. 

 Must possess good organizational, time management, and strong analytical skills to organize 
and coordinate a varied workload.  

 

Experience and Education: 

A bachelor’s degree from an accredited college or university is required, preferably from the 
field of nonprofit management or related fields such as communications, public relations, 
marketing or business. Other qualifications include: a minimum of three to five years successful 
experience in fundraising, specifically demonstrated ability to manage donor relationships and 
cultivate and solicit major gifts; strong interpersonal skills; experience with donor databases 
and prospect research. 
 
Salary range: $65k - $85k, commensurate with experience. 
 
To apply: please send cover letter, resume and three professional references to 
scott.dodson@lva.virginia.gov. No phone calls please. 
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