Boys & Girls Club of Lewistown              OF LEWISTOWN


134 Park Street
Lewistown, MT  59457
Phone: (406) 535-2257 


Position:			Resource Development Director

Organization:			Boys & Girls Club of Lewistown (Montana)
	
Reports to:			Chief Executive Officer

Salary range:			$45,000-$58,000/Salaried, Exempt

Supervises:			Volunteers of Events & Fundraisers

HOURS:				Full time, Exempt. Schedule dependent upon demands of job.
				 

PRIMARY FUNCTION
The Resource Development Director is a demanding position of leadership and responsibility that meets a need for the organization to utilize resources, local and beyond, monetary and in kind, for the benefit of the youth of the Central MT Community who attend the Boys and Girls Club. 

ESSENTIAL JOB RESPONSIBILITIES

A. Leadership

· Support the organization’s Mission Statement and principles;
· Maintain an environment that facilitates the achievement of the ‘Formula for Impact’ and youth development outcomes;
· Able to communicate with fellow staff members as a team player and also be able to appropriately communicate with parents, kids, community members and volunteers;
· Promote an environment that supports youth development outcomes.

B. Strategic Planning

· Provide input in the strategic planning process, with the assistance of appropriate Board members and staff, that results in the development and implementation of a quality strategic plan following the guidelines set forth in BGCA’s Standards of Organizational Effectiveness (SOE;  Master Strategic Plan developed every 3 years;


C. Resource Development

· With the CEO and Board as the lead, assist the Finance committee to develop, implement, and monitor the Club’s annual budget; as well as ensure it is funded and has adequate cash flow;
· Develop strategic plans to generate revenues through a variety of fund raising techniques, i.e. fundraisers, grants, in kind donations;  and identify, cultivate and solicit donors or a planning committee to fulfill fundraising needs;
· Work with Club’s Resource Development Committee on priority projects;
· Develop and adhere to a plan around the development of a Planned Gift Program;
· Manage the Donor Perfect Software that is owned by the Club to manage Donors and build sustainability for the BG Club organization;
· Lead on the Club’s seven fundraising events: Back a Kid Campaign, 30 Days of Beef Raffle, Summer Safari Campaign, BE Great Campaign, Chokecherry Jam, Countdown to Christmas Raffle, Festival of Trees;
· Work with the local radio station(s) and the Lewistown News Argus to promote and market Boys & Girls Club RD activities;
· Club’s direct liaison for the Board’s RD and Stewardship Committee & Building Committee.

D. Volunteer Management:

· Assists staff in recruiting, selecting and training volunteers;
· Coordinate volunteer application and background screening process with volunteer , Education Director, etc.;
· Provide initial volunteer orientation and ongoing training, including but not limited to:  Description of their Volunteer Task, Confidentiality and Club policies and procedures needed for event volunteers
· Track Volunteer hours and Volunteer applications with other staff to best utilize individuals for club needs.  Also recruit and select volunteer candidates;
· Completes necessary input and reporting in Salesforce CRM software.

E. Other Duties:

· Work on promotional activities for the Club including but not limited to weekly Happenings articles, press releases and social media;
· Attend the fall and spring Boys & Girls Clubs of America’s conferences annually, and other trainings as needed;
· Assist with Public Relations in the Community (ie: Kiwanis, Jaycees, ice skating association…etc.) Work to assist with these public entities to meld how the Club and their organization can collaborate to be a stronger community;
· Other duties as assigned.

QUALIFICATIONS AND SKILLS

· Strong communication skills, both verbal and written;
· Group leadership skills, including an understanding of group dynamics;
· Demonstrated organizational, staff, and project management abilities; 
· Mandatory CPR and First Aid Certifications (can be obtained upon hire);
· Pass a criminal background check;
· Driver’s License.

DISCLAIMER:
The information presented indicates the general nature and level of work expected of employees in this classification.  It is not designed to contain, nor to be interpreted, as a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job.
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