Sample Parish
Position Description


Job Title:  Parish Development Director	FLSA Status: Exempt 

Reports to:  Pastor / Parish Finance Council	Hours /Week: 40+

Date: December 2025


Primary Purpose:  
Further the mission of the parish by establishing and cultivating a comprehensive development and planned giving program. Support our Catholic faith by performing duties with a passion for fundraising and stewardship efforts. Inspire parishioners to offer their time, talent, and treasures.

Essential Functions: 
1. Design and implement an annual stewardship program that promote gifts of time, talent and treasure and includes Together As One, the Diocesan Annual Appeal. Enhance parish offertory by educating parishioners on parameters of each program and inspiring their generosity. Promote the adoption of online giving by parishioners and assist the parish to move from offertory envelopes and paper checks to electronic methods. 

2. Recruit and manage the stewardship committee for the parish. In collaboration with the Pastor and committee, communicate with parishioners in a sincere and personal manner, inspiring their participation in parish life. Methods include, but are not limited to, personal visits, ministry fairs, fundraising dinners, lay witness talks from the pulpit, and messages from parish leaders through videos on the parish Facebook page and/or website.

3. Research major gift prospects and initiate appropriate contact with each one.  Maintain on-going communication with prospects, educating them on parish needs and programs and inviting their participation.

4. Coordinate presentation of informational seminars/programs on charitable giving and planned-giving at the parish level.

5. Explore new avenues for fundraising including grant writing, or fundraising collaborations with local vendors.

6. Maintain an accurate donor database. Collaborate with parish business office to ensure that the contribution software reconciles with parish accounting records.  Ensure that donors receive tax acknowledgments in a timely fashion and in accordance with state and federal tax guidelines.

7. Network with Diocesan Office of Stewardship and Development and other parish and school development directors from across the Diocese.

8. Perform other related duties as assigned – special projects related to the operations of the parish and/or school, balancing of department’s workload, and assisting in the absence of other employees.

Collaborative Relationships: Interacts extensively with the following positions:
· Parishioners & Volunteers
· Parish Finance Council
· Parish Staff
· Diocesan Stewardship & Development office & Development Directors in the Diocese

Knowledge, Skills, Experience Required or Preferred:
A business-related bachelor’s degree preferred or equivalent amount of work experience and education. Must have knowledge of, and commitment to, Christian teaching on stewardship, working knowledge of the Catholic Church, and a personal sense of spiritual growth. Must have a minimum 3-5 years combined experience and demonstrated success in directing the following: fundraising and development programs, sales, administration, marketing, and communications (print and electronic media). Must also possess proven leadership, organizational and collaboration skills with emphasis on planning and managing a variety of functions in both individual and team settings. Possess the ability to establish relationships with a variety of constituencies, including volunteers and prospective donors. Must be well-organized with attention to detail. Proficiency in Microsoft Office software required, familiarity with donor software helpful. Must possess excellent communication skills, including the ability to deal tactfully with the public and to handle projects and organize multiple tasks. Confidentiality regarding donor information and all office matters required.



Physical and Cognitive Requirements:
Primarily sedentary work: the physical demands described are representative of those that must be met by an employee to successfully perform the essential functions of the job and are not meant to be all inclusive. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential responsibilities and functions of the job. While performing this job the staff member must be able to:
· Speak, hear, and communicate effectively both verbally and in writing using proper grammar and vocabulary.
· Perform clerical duties which require working at distances close to the eyes; tasks include preparing and analyzing data and figures, use of computers, extensive reading, and visual interpretation. 
· Reach with hands and arms and use hands and fingers to handle objects and operate office machines, computers, and/or controls; some light lifting may be required.
Duties require travel and attendance at evening and/or weekend meetings. Although work is performed primarily under inside environmental conditions, the required travel may result in temporary exposure to outside environmental conditions. Regular driving and a valid driver’s license are required. Duties require a wide range of intellectual and practical problem-solving skills and comprehension of complex concepts.

The above statements are intended to describe the general nature and level of work being performed by the person assigned to this position. They are not intended to be an exhaustive list of all responsibilities, duties, and skills required in the position described and may be supplemented or amended as necessary. I have read and understand these job duties and my supervisor has reviewed these requirements with me. In addition, I affirm that I understand my role in the ministry of the church, that I fully support that ministry, and that I will behave in a way that is consistent with the guidance of the Bishop and the greater church. I agree, to be respectful of the Catholic Church and its teachings and to comply with the moral standards of the Roman Catholic Church. I will refrain from any conduct or lifestyle that is in contradiction to Catholic social doctrine or morals including, but not limited to: cohabitation outside of marriage; sexual activity outside of wedlock; same-sex sexual activity; use of abortion; use of surrogate mother; advocacy (defined as presenting or promoting as acceptable) for conduct, lifestyle, positions, policies, programs, causes or movements in contradiction to Catholic social doctrine or morals; and/or flagrant deceit or dishonesty. 


Reviewed with: 								  Date: 		
					(Employee)

Reviewed by:    								  Date: 		
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