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POSITION DESCRIPTION 
Chief Development Officer 

 
 
 
ABOUT URBAN TRIAGE, INC. 
 
Urban Triage, Inc. is on a mission to empower Black families while mobilizing community 
resources and distributing them to those most in need. At the same time, we engage 
systems in implementing systematic, sustainable, equitable, and clinically sound 
approaches to health behavior and prevention. We are poised to do this through education, 
community support services, and advocacy that systematically reduces and eventually works 
to eliminate barriers such as inadequate education, lack of access to resources, and class 
and health disparities.  
 
Our goal is to promote positive health outcomes and reduce significant health disparities at 
the community level. We do this by meeting basic needs and then engaging communities 
through educational opportunities and effective advocacy at multiple levels. We stand in the 
gap for those most in need through advocacy, transformative education, and critical 
coordinated services between partner organizations, city officials, and community resources. 
Most critically, we do this with the community's trust and track record to carry out the work. 
 
POSITION 
 
The Chief Development Officer (CDO) is responsible for the comprehensive planning, 
implementation, management, and oversight of all fundraising, communications, and 
community relations activities. The CDO will lead a collaborative effort charged with the 
management of day-to-day fundraising and communications and providing a dynamic 
integrated program. 
 
The CDO works collaboratively and maintains clear and regular communications with the 
board of directors, board committees, volunteer leadership, community partners, and 
donors. 
 
RESPONSIBILITIES 
 
• Plans, implements, and manages the development/communications program designed 

to meet the goals and objectives as defined by the strategic plan. 
• Works with the Chief Operating Officer (COO), board of directors, and volunteer 

committees to plan, execute, and facilitate fundraising and communications strategies. 
• Serves as the primary staff liaison with the board committees and volunteer fundraising 

committees and as a resource to the board of directors on all matters related to 
fundraising and communications. 
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• Partners with COO, board members, and volunteers to identify, cultivate, and solicit 
potential significant donors to help meet funding goals for Urban Triage. 

• Creates the annual department budget and long-term strategic development and 
communications plans. 

• Establishes and implements an annual calendar of fundraising and communications 
activities. 

• Directs the writing of funding proposals, direct mail letters, special event materials, and 
other fundraising support documentation. 

• Oversees the stewardship, gift accounting, and reporting functions, ensuring that all 
donors receive personal and timely acknowledgment of their gifts. Oversees the 
management of the donor database. 

• Oversees the incorporation of policies and procedures, mission, and vision in all 
development/communications plans. 

• Develop annual revenue goals and plans to diversify and increase the organizational 
budget through a comprehensive development strategy to include foundation and 
individual donors (major donors, smaller-level donors, online, etc.), as well as other 
appropriate sources. 

• Lead and engage the senior management team, including Communications, in 
developing effective messages for new and broader donor audiences. 

• Prepare development reports including plans, accomplishments, and challenges for 
Executive Management and Board meetings. 

• Support and mentor COO, Board, Management, and staff in their development efforts. 
• Clearly communicate the “Mission” ensuring everyone works toward the same goals. 
• Create a positive environment where two-way communication and strong trust are 

established. 
• Focus on teamwork and customer service so volunteers understand the importance of 

assisting others and that “Excellence is in the Details”. 
• Provide Customer Service, demonstrating the ability to respond with a high degree of 

urgency to the needs and requests of others, internally and externally. Understand the 
impact of their work on others. 

• Understand safety policies and actively promote safe practices in the workplace. 
• Maintain constructive relationships and demonstrate respect for everyone contacted. 
• Deal constructively with conflict and focus on the situation, issue, or behavior and not on 

the person by diffusing situations before conflicts arise, resolving conflicts directly, and 
actively promoting and gaining cooperation from others. 

• Accurately provide and receive information in oral and written communications. 
• Consistently provide ideas, opinions, or information in an articulate, professional way. 
• Actively listen to others and demonstrate understanding of other points of view. 
• Willingness and ability to adjust to changing conditions or priorities. 
• Take the initiative to identify and act on problems and lead by example. Consistently 

make decisions that resolve problems. 
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QUALIFICATIONS 
 
• Bachelor’s degree required with a preferred emphasis in fundraising, marketing, public 

relations, or business. 
• Minimum five years of work experience demonstrating competency in comprehensive 

development program, community relations, and communications/marketing. 
• Knowledge of fundraising including development planning, annual giving, and major gift 

cultivation and solicitation. 
• Knowledge of communications planning, social media, and public relations. 
• Excellent interpersonal, management, verbal, and written communication skills. 
• Knowledge of budget development, administration, and staff management. 
• Computer skills preferred include MS Word, Excel, PowerPoint, Outlook, and donor 

database. 
• CFRE preferred. 
 
BENEFITS 
 
• Health, Dental, and Vision Insurance 
• Long-term Disability Insurance 
• Life Insurance 
• Receive 5% in Deferred Compensation 
• Employee Wellness 
• Receive 4 Weeks of Vacation/PTO/Sick Leave, Annually 
• Receive 1 week of Paid Time Off for Christmas Break 
 
DISCLAIMER 
 
The job description has been designed to indicate the general nature and essential duties 
and responsibilities of work performed by employees within this job title. It may not contain a 
comprehensive inventory of all duties, responsibilities, and qualifications required of 
employees to do this job.  
 
COMPLIANCE REQUIREMENT 
 
This job adheres to the ethical and legal standards and behavioral expectations set forth in 
the code of business conduct and company policies. As a component of job responsibilities, 
employees may have access to covered information, cardholder data, or other confidential 
information that must be protected at all times. In connection with this, all employees must 
comply with both the Health Insurance Portability Accountability Act of 1996 (HIPAA) as 
described in the Notice of Privacy Practices and Privacy Policies and Procedures as well as 
all data security guidelines established within the Company’s Handbook of Privacy Policies 
and Practices and Information Security Policy. Furthermore, it is every employee’s 
responsibility to comply with the company’s Code of Business Conduct. This includes but is 
not limited to adherence to applicable federal and state laws, rules, and regulations as well 
as company policies and training requirements. 


