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Job Description
JOB TITLE:
Philanthropy Manager OR Director
DATE: 
December 2026
EXEMPT:
Yes
STATUS:
Full Time
REPORTS TO: 
CEO
APPROVED BY:
President/CEO
SALARY RANGE: Manager $50,000-$75,000; Director $75,000-$110,000
Summary 
The Community Foundation for San Benito County is seeking to fill one position for either a Director or Manager of Philanthropy position. Considerations will include familiarity with understanding of fund development, working with volunteer committees, and marketing background. This role is responsible for creating, executing and monitoring fund development and donor engagement strategies to enhance the growth of the Foundation. 
Key Relationships 
Key relationships include the CEO, Foundation Staff, Board Members, Foundation Committees, Professional Advisors, Volunteers Donors and Prospects. 
Essential Duties & Responsibilities
Time allocation may vary depending on organizational priorities.
Development and Donor Services – 65%
· Create an Annual Donor Development plan that details specific activities to be conducted by month as well as anticipated outcomes.
· Provide a wide range of donor-directed services and support, including:

· Building and maintaining a targeted donor prospect base

· Strengthening donor engagement and stewardship

· Opening new funds and supporting fundholders

· Using the donor database to manage donor relationships, track needs, and support donor services

· Maintaining accurate documentation of donor intent and related records

· Manage donor programs such as: benefactors, annual end of year appeals, legacy fund holders, professional advisors and corporate giving. 
· Prepare and present written reports for the CFFSBC Board. 

Marketing – 25%
· Creates an Annual Marketing plan that details specific activities to be conducted by month as well as anticipated outcomes. 
· Manage content creation and execution for CFFBC including but not limited to: brochures, newsletters, annual reports, presentations, social media, and other news outlets.
Committees & Events – 10%

· Provides staff support for all meetings and events that are related to donor development including: Asset Development, Women’s Fund, Latino Generations, Philanthropy Day and lead foundation-wide events.
Other related duties as assigned to meet Foundation objectives.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.   Employee is responsible for performing work accurately.  Requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Required skills, abilities, and knowledge

Education and/or Experience 

· Bachelor’s degree in communications, public relations, or a related field;  or an equivalent combination of education and relevant experience

· At least 5 years of experience in fund development, donor relations, community outreach, or fundraising

· Ability to plan, organize, and manage multiple projects simultaneously

· Ability to work effectively with diverse audiences and stakeholders

· Proficiency on Microsoft Office Suite, Database management and CRM software

· Ability to utilize facility-related technology

· Passion for the community with knowledge of local needs and opportunities

· Excellent verbal and written communication skills

· Ability to work independently or as part of a team

· Commitment to the Foundation’s mission and to equity, inclusion, and respectful service to people of diverse backgrounds.

Certificates, Licenses, Registrations, Diplomas

· Valid California Driver’s License preferred
Computer Skills

· Must be computer literate with MS Office skills including Excel, MS Word, PowerPoint and Outlook.  Proficiency in donor database use and management highly desirable.
Other Skills, Abilities, Knowledge Required

· Must be organized, detail oriented and able to multi-task
· Ability to provide leadership on assigned projects, take initiative and accept responsibility

· Ability to work in a team-based environment

· Ability to type correspondence and e-mail with a great degree of accuracy

Language Skills

· Ability to read and comprehend simple instructions, short correspondence and memos

· Ability to write clear and concise reports, business correspondence, and procedures with conformance to the prescribed style and format.

· Ability to effectively respond to basic/detailed inquiries from Management, staff and tenants.

· Respond to basic inquiries or complaints from employees, visitors, regulatory agencies or the general public. 

Mathematical Skills

· Ability to work with basic mathematical concepts (addition, subtraction, division, and multiplication), and apply concepts such as fractions and percentages to practical work and/or reporting situations.

Reasoning Ability

· Must have the ability to define problems, seek workable solutions, apply principles of logical thinking to tasks and projects, as well as deal with a variety of concrete and abstract variables.  

· Must have demonstrated ability to spot inconsistencies and suggest appropriate course of action. 

To apply submit cover letter and resume to ckartashov@givesanbenito.org
Priority deadline is Monday, February 2. We will continue to receive applications until the position is filled. 
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