
Buffalo and Erie County Botanical Gardens Society Inc. 

Job Title:    Director of Development 
Date:     February 2015 
Reports to:    President/CEO 
Job Summary:   Designs and executes a comprehensive development program  
to raise operating revenue and restricted funds to support the mission of the Botanical Gardens.  
  
Duties and Responsibilities 

 Ensure that a coordinated and diversified fundraising plan is created and carried out 
 Develop the annual plan and operating budget for the Department. Revise and update accordingly. 
 Review monthly accounting updates for accuracy. 

 Insure proper donor recognition and stewardship 
 Manage donor recognition events. 
 Maintain stewardship programs for all donors. 
 Create and implement all special cultivation events. 
 Responsible for the collection of all donor and prospect information in the Raiser’s Edge database, including 

gift entry and donor/prospect data 
 Monitor all data entry to ensure accuracy and timeliness of gift acknowledgment. 
 Insure proper tracking of all donor/prospects and respect the confidentiality of all records. 
 Work on methods to segment donors and prospects to be most effective for solicitation and cultivation. 

 Oversee Annual Giving Campaign 
 In conjunction with the President/CEO, set overall campaign goal for each component.  
 Direct components of each campaign: board member solicitation, solicitation of leadership donors and direct 

mail activities.   
 Determine message content and design of direct mail piece. 

 Create and implement a Planned Giving Program 
 Create and design materials for the program. 
 Attend regular meetings of the WNY Planned Giving Consortium. 
 Create society for identified legacy donors and act as a liaison to its members. 
 Encourage an increased level of knowledge and education of the Gardens’ Planned Giving Program to selected 

donors and the public at large. 

 Responsible for grants and to develop the ability of the Gardens to obtain funding for special projects, fundraising 
events, new and ongoing programs from foundation, corporate and government support 

 Identify funding needs by collaborating with all departments, write and submit grant applications and 
sponsorship packages.   

 Research and identify appropriate sources for funding requests. 
 Apply for state and federal aid of special projects as appropriate. 
 Track all grant expenditures  

 Oversee Palm Dome Society (Major Gifts Program) 
 Work with President/CEO and Development Committee to identify, cultivate and solicit prospects. 
 Develop cultivation strategies. 
 Maintain contact with PDS donors through email updates, face to face visits, and phone calls 

 Work with the Gala committee to plan and coordinate the annual Gala at the Gardens 
 Acts as coordinator and liaison with volunteer Gala committee 
 Create sponsorship packages and solicit corporate and community support for the Gala 
 Create timelines to successfully complete necessary tasks to reach event goals. 
 Work collaboratively with the entire committee and staff to coordinate event logistics. 

 Manage all aspects of Tributes and Dedications Program 
 Create materials and market the program to donors, members and the public at large. 
 Ensure timeliness of correspondence to donors and provide appropriate recognition.  
 Plan and execute annual donor reception and order dedication items. 

 Implement a Capital Campaign 



 Other duties as assigned 
 Participate in professional growth activities. 
 Attend regular meetings of the Association of Fundraising Professionals. 
 Assist with fundraising events 

Qualifications: 

Education:  Undergraduate degree required 

Experience: 5 years of progressively responsible fundraising experience 

Skills:  Exceptional written and verbal communication skills, organized, self-reliant and multi-task oriented.  A team 

player with a sense of humor, have exceptional people skills and the ability to work well with volunteers and staff.  

Knowledge of computers and software applications including Microsoft Suite and Raiser’s Edge donor database. 

 

 
 


