
[image: image1.jpg]A CARONDELET
¥ HEALITH NETWORK





TITLE: 
Development Researcher 
DEPARTMENT:
Carondelet Foundation, 120 N. Tucson Blvd, Tucson AZ 85716
DIVISION:
Foundation
REPORTS TO:
CEO, Carondelet Foundation

FLSA CLASS:   
E





JOB CODE:  2106
TO APPLY:   
Online application only.  You may also attach a resume and cover letter.  


Visit www.Carondelet.org .  Click Applicants.
POSITION SUMMARY:

The Development Researcher identifies and compiling information on individual, corporate, and foundation donors, and researches prospects for major gifts, endowed gifts, special project funding, and annual/sustaining support. Analyzes biographical and financial data to determine prospects’ available resources and interests. The Development Researcher provides written reports about specific donors and prospects, containing an analysis of information gathered from public sources. This position assists with writing and/or editing grant applications, letters, background materials, stewardship reports and other collateral. Strategizes with development staff regarding prospect identification, and collaborates to develop donor prospect reports appropriate to departmental needs.

POSITION DUTIES:
 Overall                  Rating *
	Level 1 - Skills
	

	1.1
	Assume primary responsibility for meeting the prospect identification and research needs of Foundation staff, enabling them to meet fundraising goals. Meet regularly with these individuals, keeping abreast of their activities and the initiatives and programs underway.
	 FORMDROPDOWN 


	1.2
	Research prospective/current major gift donors, planned giving donors and corporate and private foundation donors.
	 FORMDROPDOWN 


	1.3
	Prepare biographical sketches of prospective and current donors.
	 FORMDROPDOWN 


	1.4
	Produce financial, and donor reports.
	 FORMDROPDOWN 


	1.5
	Analyze biographical and financial data
	 FORMDROPDOWN 


	1.6
	Maintain pledge backup for capital campaigns and prepare pledge invoices as needed
	 FORMDROPDOWN 


	1.7
	Responsible for referencing and compiling data from internal and external sources.
	 FORMDROPDOWN 


	1.8
	Monitor and maintain constituent data base.
	 FORMDROPDOWN 


	1.9
	Provide ongoing prospect database updates and other comprehensive information.
	 FORMDROPDOWN 


	1.10
	Assist with writing and/or editing grant applications, letters, background materials, stewardship reports and other collateral.
	 FORMDROPDOWN 


	Level 2 – Proficient (in addition to above duties)
	

	2.1
	Assist with department procedures and administration.
	 FORMDROPDOWN 


	2.2
	Participate in goal setting. Participate in brainstorming activities. Provide feedback on policies and procedures.
	 FORMDROPDOWN 


	Level 3 – Subject Matter Expert (in addition to above duties)
	

	3.1 
	Serve as onsite resource for major Foundation information and campaigns.
	 FORMDROPDOWN 


	3.2
	Participate in quality improvement measures within the Foundation and CHN.
	 FORMDROPDOWN 



POSITION REQUIREMENTS:
	Education 


	Required: Bachelor’s Degree in Marketing, Communication, Public Relations or related field.
Preferred: 

	Licensure
	Required:  
Preferred: 

	Certificates
	Required:  
Preferred: 

	Experience
	Required: 3 years experience in research
Preferred: 5 years related experience

	Skills 
	Required: Excellent organizational and communication skills. Writing and verbal skills, ability to speak in front of audience.
Preferred: 

	Knowledge
	Required: Understanding of strategic planning. Knowledge of design and printing processes for various special events materials. Knowledge of coordinating media communications (TV, radio).
Preferred: 

	Technology
	Required: Computer skills including word processing, spreadsheet, database management, fundraising software, and other relevant software packages. Ability to use Internet to gather information.
Preferred: 

	Other
	Required:  Events will require some evenings, weekends and early mornings as necessary to attend events and to meet with volunteer committees.
Preferred: 


Any equivalent combination of education, training and/or experience that fulfills the requirements of the position will be considered.
Please visit www.Carondelet.org for more information and to apply online.
�














                 *  A = Achieves expected performance of job essential functions based on experience, training, and time on the job.

                                     N = Needs Improvement; goals for improvement have been documented.
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