
 
 

TITLE: Director of Development and Community Relations 
SCHEDULE: 40 hours per week, Full-time 
AGENCY: The Diversity Center (TDC) 
REPORTS TO: The Executive Director 
LOCATION: Santa Cruz, CA 
 
AGENCY MISSION:  
The Diversity Center is building an equitable community where LGBTQ+ people thrive. 
 

ABOUT US:  
The Diversity Center was founded in 1989 to support and advocate for LGBTQ+ people, so that they can 
thrive within Santa Cruz County. We accomplish this through multiple strategies, such as creating 
meaningful programs for the more marginalized parts of the LGBTQ+ community; specifically, 
transgender individuals, seniors, youth, and Latinx people. We also serve the entire LGBTQ+ community 
by providing information and referrals through our drop-in community center, online resource directory, 
community calendar, and community events. 
 
Our efforts impact the wider community as well, reaching beyond our core target population of LGBTQ+ 
people to provide education and training designed to open hearts and minds and to create lived 
equality. TDC reached over 2,500 people last year through our Triangle Speakers educational speakers’ 
bureau and specialized trainings.  
 

OVERVIEW OF THE POSITION: 

We are looking for an exceptional senior leader. The Diversity Center is on a rapid growth trajectory, 

including launching a capital campaign. TDC’s 2018 budget (including capital campaign goal) is $1.1 

million. The Director of Development and Community Relations is the senior leader in raising the funds 

needed for sustainability and growth, creating and managing and implementing plans to find new 

opportunities, strengthen relations with corporate, governmental, and individual partners, strengthen 

donor relations and support the executive director and board around fund development. 

 

POSITION:  
Individual Donor Cultivation:   

 Coordinate and conduct outreach to philanthropists seeking to support our impactful work.  

 Expertise in ongoing management and growth of donor relationships, including effective 

communications; ability to coach executive director, board and staff in relationship management. 

 Craft effective written funding requests to existing/potential donors.  

 Steward our donors with deep gratitude and respect.  

 Support and grow our Legacy Giving circle. 

 Make campaign asks. 

 Conduct new donor prospecting. 

 



Capital Campaign: 

The Diversity Center is embarking on a $1.5 million dollar capital campaign. The Director of 

Development and Community Relations will be key part of our capital campaign team, and will: 

 Co-coordinate our planning study (initial planning has already started). 

 Collaborate on writing our campaign case statement. 

 Organize the capital campaign (working in collaboration with capital campaign consultant, executive 

director, capital campaign chairs and major donor committee chair). 

 Support and train key volunteers who are part of our capital campaign committee. 

 Make campaign asks. 

 

Federal and/or State Support via Grants, Earmarks and Government Contracts:  

 Write grants to acquire (and report on) public grants/contracts that are mission aligned.  

 Research national and/or state and/or regional landscapes of government grants funding 501©3 work 

in areas related to the Diversity Center’s mission. 

 Position self/executive director/staff/board at events and in conversations with 

national/state/regional government influencers to increase mutual awareness of critical issues. 

 Knowledge of the requirements to become eligible and competitive for government grants/contracts; 

experience in preparing an organization to meet these requirements. 

 

Foundation Funding Management: 

 Track and clearly communicate grant proposal and reporting requirements and deadlines to all 

necessary staff, and coordinate the creation of all materials for grant proposals and reporting. 

 Research the giving interests of foundation funders, stay abreast of philanthropic trends and recent 

foundation giving and identify new grant funding opportunities that align with our programs and 

strategic objectives. 

 Write grants for private foundation funding and local, state-wide and national funding.  

 Supervise contract grant writer as needed.  

 

Business Relations: 

 Build and maintain relationships with corporate partners. 

 Acquire Business Sponsorships/Paid Directory Listings. 

 

Community Liaison: 

 Offer a warm and gracious welcome in assisting all people who connect with the Diversity Center, 

community members, donors, volunteers, and partners. 

 Represent The Diversity Center at events and programs, when possible, including grantee events, and 

share stories and photos with the Communications team for incorporation into our storytelling.  

  Spread the word. Be a champion for The Diversity Center to share our story and recruit potential 
supporters at community events. 

 

 

 

 

 



Planning: 

 Create strategy for all fundraising streams including foundations, corporate sponsorships and 

individual giving and track/report on results. 

 Maintain donor and prospect records and current files. 

 Encourage and support resource development opportunities across all programs. 
 Work closely with executive director to develop presentations, speeches, and messaging. 
 

Volunteer Management: 

 Manage and support volunteers in fundraising for our annual and capital campaigns. 

 Staff our volunteer major donor and capital campaign committees.  

 Prepare volunteers for meetings, and any other function of responsibility. 

 Ensure volunteers are supported and trained at fundraising events and for fundraising activities (call-

a-thons, mailings, etc). 

 

Coordinate Fundraising Events: 

 Coordinate fundraising events throughout the year.  

 Be a key member of our Gala’s planning team: support table captain recruitment and be the lead 

organizer for the Gala’s live and silent auctions and “fund the future” ask. Our 2018 Gala takes place 

on Oct. 13.  

 

Participate as a Member of the Management Team: 

 Take an active role in the visioning, fundraising, and evaluation of new, complicated, and 
ambitious projects as appropriate. 

 Participate in the development, articulation, and tracking of organizational strategy. 
 Trouble shoot organizational challenges with the management team as needed. 
 Support and co-create a warm and positive culture at The Diversity Center. 
 Enhance our culture of philanthropy, supporting fundraising as a team effort. Work to energize 

directors, staff, and volunteers as partners in fundraising.  

 Engage and support staff in uncovering new fundraising opportunities and offering impactful donor 
experiences. 

 
REQUIRED SKILLS AND ATTRIBUTES: 

 Embrace the Diversity Center’s core values and mission. 

 5+ years of experience in fundraising. 

 Excellent written and verbal communication, administration, and public speaking.  

 Bachelor’s degree. 

 Strong track record in grant research, writing and reporting, or other relevant experience. 

 Experience and success in managing relationships and securing support from corporate partners and 

individuals. 

 Highly organized, a planner who plans months in advance, meets deadlines, loves to keep everything 

on track. 

 Excellent verbal and written communications skills. 

 Familiar with LGBTQ+ community issues. 



 Ability to manage multiple projects at various phases while maintaining high expectations for quality 

and a talent for meeting (or exceeding) deadlines and goals. 

 Excellent interpersonal skills, with high professionalism, humor and grace. 

 Strong computer skills including familiarity with database management, email distributions services, 

Microsoft Office Suite. 

 Open communicator, unafraid to ask questions. 

 Ability to relate to diverse stakeholders.  

 Ability to attend events and meetings as needed during evenings and weekends. 

 Culturally sensitive, gender-aware. 

 Fearless in reaching out and selling/promoting. 

 Exceptional collaboration skills and strong leadership skills 

 

PREFERRED SKILLS: 

 Have expertise and successful track record in securing government funding. 

 Experience working on successful capital campaigns. 

 Bilingual (English/Spanish). 

  Possess a strong network of contacts among philanthropists and key influencers in government 

agencies a plus. 

 Familiarity with Salesforce and Asana. 

 Knowledge about evaluation, data research and demographics. 

 

SALARY AND BENEFITS: 

 Salary: $65,000 - $75,000, based on experience. 

 Full-time exempt position, 40 hours a week. We believe in work-life balance and strive to keep the 
workload in alignment with the true hours worked. 

 Flexible, family-friendly schedule. 

 Healthcare insurance included. 
 

APPLICATION: 

To apply for this position: Please send your resume and a cover letter by April 23 as a single PDF with 

the naming convention Development_Director_Application_(your last name) outlining your interest in 

and fit for the position to staffing@diversitycenter.org . In your cover letter, please tell us why you are 

excited by this opportunity, and why you would be an amazing fit at The Diversity Center. Applications 

without a cover letter will not be considered. 

 

Questions? 

If you have questions about the position, you can email director@diversitycenter.org or call Sharon 

Papo, executive director at 831-425-5422x101. 

 

The Diversity Center is an equal opportunity employer. People of color and people who are 
English/Spanish bilingual are strongly encouraged to apply.
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