
 

 

 

 
Position:  Director of Development and Communications 
Reports to: Executive Director 
Status:  Full-time, exempt 
 
POSITION DESCRIPTION 
 
The Director of Development and Communications is responsible for planning, implementing, and 
evaluating all aspects of Court Appointed Special Advocates (CASA) of the Fox Cities fund development 
strategies and activities. This includes, but is not limited to, individual gifts, corporate/foundation gifts, 
grants, major gifts, legacy gifts, special events, and donor relations. Strong focus will be placed on donor 
stewardship as well as generating gifts from individuals and new prospects, expanding current fundraising 
efforts, and maximizing existing campaigns and special events to ensure diverse and sustainable revenue. 
One quarter of this position is responsible for public relations, education and outreach. 
 
POSITION RESPONSIBILITIES 
 
Development 

 Work closely with the Executive Director and Board of Directors to plan, implement, evaluate, and 
identify new approaches and sources of support to sustain the mission and goals of CASA of the 
Fox Cities.  

 Analyze fund development efforts and prepare reports to the Board of Directors on fund 
development strategy, activities, and results.  

 Develop plans for each campaign and special event (1-2 a year) to align with the strategic plan 
and enhance effectiveness and maximize revenue, partnering with staff and volunteers to 
coordinate and execute successful campaigns and special events.  

 Work closely with the Executive Director and staff to plan, implement, and evaluate donor 
communications, including, but not limited to, direct mail, email, social media, seasonal giving 
campaigns, and special events.  

 Establish and implement guidelines and activities for cultivating relationships with donors, 
foundations, corporations, and other external stakeholders.  

 Establish and implement guidelines and activities for stewarding and recognizing donors to 
convey appreciation, demonstrate their impact, and increase engagement.  

 Develop and manage the donor database, partnering with staff, to ensure the integrity of donor 
information, timely processing of gifts, and accuracy of information.  

 Recognize CASA volunteers verbally and in writing for their contributions on an ongoing basis.  
 Create and track marketing projects from conception through execution. 
 Develop a robust set of metrics by which to track success for all communications. 
 Monitor Facebook engagement, manage google ads, measure, and report on website 

performance. 
 
Education and Outreach 

 In partnership with CASAFC staff and volunteers promote community awareness and 
understanding of the CASA program, including participating in community events and speaking 
engagements for local companies and organizations. 



 Ensure all staff, board, and volunteers are trained on organizational messaging and brand 
awareness. 

 Newsletter writing and publication. 
 Preparation of social media posts, press releases, handling of media relations and representing 

the organization or preparation of the ED and Board of Directors to represent the agency to the 
media. 

 Publication of documents to include fundraising brochures and letters, other marketing materials, 
annual reports. 

 Generation of print materials, multi-media presentations to generate interest and support 
existing new markets. 
 

QUALIFICATIONS & REQUIREMENTS 
 
Skills 

 Excellent communications skills, both oral and written.  
 Ability to work as a member of a team and lead volunteers. 
 Ability to motivate others and relate positively and professionally in collaboration with internal 

and external stakeholders.  
 Ability to develop a culture of philanthropy and integration within an organization. 
 Ability to write with emotion and produce powerful stories in a variety of forms for diverse 

audiences, including grant proposal development and professional correspondence.  
 Ability to work independently and demonstrate a high level of initiative with consistent follow 

through.  
 Ability to manage multiple projects in a deadline-driven environment.  
 Ability to identify and take advantage of opportunities for professional development.  
 Highly organized, detail and results oriented.  
 Willingness to work flexible hours, including occasional evenings and weekends.  
 Passion for the mission of CASA and nonprofit excellence. 

 
Experience  

 Bachelor’s degree preferred. 
 CFRE or 3-5 years of successful fundraising experience, including planning, implementing, and 

evaluating campaigns and special events involving multiple fundraising platforms and activities. 
 Experience in donor stewardship, solicitation of major donors, planned giving, and 

building/working directly with a team of high-level volunteers. 
 Experience in sponsorships and special events 
 Experience with analytic software/platforms preferred. 
 Computer proficiency, including the Microsoft suite, donor databases, and online platforms. 

 
CASA of the Fox Cities provides equal employment opportunities to all employees and prohibits 
discrimination and/or harassment of any type without regard to race, color, religion, sex (including 
pregnancy, gender identity, and sexual orientation), parental status, national origin, age, disability, 
genetic information (including family medical history), political affiliation, military service, or other non-
merit-based factors.  
 
To Apply: Please email a cover letter and resume including salary requirements, to dawn@casafc.org, with 
the subject line “CASA Director of Development and Communications.” No phone inquiries please. Deadline 
July 26th 4:00 pm. 


