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POSITION DESCRIPTION 

POSITION TITLE:  Development Manager CREATED: September 4,  2015 

SUPERVISOR'S TITLE:  Zoo Executive Director  

POSITION PURPOSE 

The Development Manager plans, organizes, and creates opportunities for fund solicitation to ensure a 

strong base of ongoing financial support for the Virginia Zoo. Under the supervision of the Zoo’s 

Executive Director this position is entrusted with the responsibility for the recognition and stewardship of 

individual, corporate, foundation and major donors. 

POSITION ESSENTIAL FUNCTIONS AND RESPONSIBILITIES 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  

ESSENTAIL FUNCTIONS: 
 Works in tandem with the Zoo’s Executive Director and Zoological Society Board and 

Committees to establish direction for fund raising and support. 

 Under direction of the Executive Director and Zoo society board, coordinates and plans 

key strategies for major gifts activities, including donor recognition and stewardship 

programs, on an annual basis.  

 Ability to articulate and support The Virginia Zoo’s mission statement. 

 Creates budget for development/fundraising programs, including, but not limited to, the 

annual fund, major gifts campaign, leadership society and grants program. 

 Helps to set campaign goals based upon targeted major gifts. 

 Identify and research new individual, corporate, foundation and other giving opportunities 

and maintains donor and contributor lists, accounts, communication and recognition. 

 Under the direction of the Executive Director along with the Virginia Zoological Society 

Board, helps identify, cultivate and solicit major donors for both annual operating 

programs and special fundraising campaigns. 

 Works closely with the Zoo’s Executive Director, Board and Committees to review 

development program plans and sets attainable and measurable goals for the 

organization. 

 Cultivates current major donors and members for eventual planned gifts. 

 Interacts with staff, board members, and the general public in order to accomplish the 

zoo’s development goals. 

 Makes an average of four face-to-face visits per month for the purpose of solicitation and 

identification of major gifts prospects. 

 Assists with special projects and helps other zoo employees as needed.  

 

MANAGEMENT/SUPERVISORY RESPONSIBILITES 

 Provides support, development advice and development oversight to Zoo administrative 

staff. 

 This position does not have direct reports but works in partnership with the Zoo’s Executive 

Director, Zoological Society Board members and Zoo administrative staff. 

EDUCATION AND/OR EXPERIENCE 
To perform this job successfully, an individual must have the following education and/or experience. 

 Bachelor’s degree and four years of fundraising or development related experience is 

required. 

 Prefer experience in the following; budget development and management, small and 

large gift solicitation, capital campaigns data analysis, forecasting, planned giving and 

endowment familiarity. 
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KNOWLEDGE, SKILLS, AND ABILITIES 
The requirements listed below are representative of the knowledge, skills, and/or abilities required to perform each essential duty 

satisfactorily.  

 High energy and enthusiasm for completion of tasks. 

 Possess excellent project and program supervisory skills.  

 Has the ability to handle multiple tasks and deadlines. 

 Excellent communication skills, both verbal and written; to establish and maintain effective 

working relationships with staff, volunteers, and the public. 

 Excellent ability to think logically in order to troubleshoot, analyze situations, and make 

sound business decisions. 

 Ability to serve in every respect and at all times as a goodwill ambassador for the Virginia 

Zoological Society and the Virginia Zoo in contacts with zoo visitors and the general 

public.  

 Ability to arrive to work on time and maintain a positive attendance record. 

 Excellent ability to prioritize and delegate responsibilities when necessary; effective time-

management skills. 

 Ability to work in a professional and friendly manner with Zoo staff, visitors, donors and 

volunteers. 

 Ability to work a varied schedule to include some evenings and weekends for various Zoo 

events and functions. 

 

COMPENSATION 
Annual salary based on experience:  $40,000 – $70,000 

 

 

 

 

 

 

 


