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JOB TITLE:   Development Director 

REPORTS TO:  Executive Director 

JOB SUMMARY: The Development Director is responsible for the development, management, 
implementation, and evaluation of an overall fund-raising program consistent with Berkeley 
Symphony's needs and goals. To that end, the Development Director manages staff and volunteers 
in planning and executing all annual, sponsorship, capital, endowment, and planned giving 
programs, as well as fund-raising events and benefits. The Development Director is also responsible 
for making grant applications to federal, state, and local government agencies that provide arts 
funding; and researching and applying to private foundations and corporations that provide arts 
grants. The Development Director will recommend fund-raising policies and procedures to the 
Executive Director and Board with the goal of building a year-round development program that 
demonstrates the highest standards of professionalism and ethical conduct. 

ABOUT BERKELEY SYMPHONY: The mission of Berkeley Symphony is to perform 
symphonic music that engages the intellect, sparks the curiosity and delights the spirit of our unique 
community.  Known as “the Bay Area's most adventurous orchestra” (Contra Costa Times), Berkeley 
Symphony is “perpetually innovative” and “as musically ambitious as it gets” (San Francisco Magazine). 
In eight of the past ten seasons, Berkeley Symphony has been recognized with a prestigious Award 
for Adventurous Programming from the American Society of Composers, Authors and Publishers 
(ASCAP). Concurrently, the orchestra has remained committed to the works of the masters, 
performing insightful performances of the works of Beethoven, Schubert, Brahms, and Schumann. 
The result is “a cutting-edge repertory mix, mingling the old and the new as few other orchestras 
do.” (San Jose Mercury News) In this way, the orchestra is a reflection of the qualities for which the 
community of Berkeley is known: risk-taking, innovation, vibrancy, diversity, intelligence and 
questioning the status quo. 

For more information about Berkeley Symphony, visit http://www.berkeleysymphony.org. 
 

JOB DUTIES AND RESPONSIBILITIES: 

Fund Raising 

• Plan, manage, and implement all phases of the Annual Fund campaign; oversee the 
solicitation and acknowledgment process, maintenance of records, and establishment and 
disclosure within IRS guidelines of donor benefits; monitor progress and make adjustments 
as needed. 

• Develop a comprehensive case statement for support of Berkeley Symphony, based on long-
range plan; update annually. Work with Board to develop and direct year-round program to 
cultivate new prospects and seek out new funding opportunities. 
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• Develop and implement a corporate sponsorship program; research and identify potential 
sponsors; prepare proposals and work with Board to identify matches between Berkeley 
Symphony's program and each company's interests. 

• Liaise with grant writer to prepare grant applications for corporations, foundations, and 
government agencies that provide arts funding; oversee research of all grant possibilities and 
reports and back-up materials to support each application; follow up on each proposal. 

• Work with volunteers to plan all special fund-raising events and benefits; participate in 
establishing the budget and oversee the execution of each event. 

• Oversee the development and production of all materials used to support Berkeley 
Symphony's fund-raising events and campaigns. 

• Develop an ongoing planned giving program; work with Board to identify, cultivate, and 
solicit prospects. 
 

Goals and Objectives 

• Increase support for the Berkeley Symphony’s Music in the Schools Program to achieve full 
funding for the symphony’s educational initiatives.  

• Develop planned giving program 
• Cultivate 2-3 new corporate sponsors. 
• Develop social media strategy and microgiving campaign for schools program. 
 

Budgeting and Planning 

• Assist the Executive Director and Board in establishing appropriate goals for the Annual 
Fund and all other fund-raising campaigns deemed necessary (endowment, capital, planned 
giving, etc.)each year. 

• Develop a plan for achieving those goals and establish a master calendar that outlines all 
fundraising events and campaigns; coordinate all activities with Berkeley Symphony's master 
calendar. 

• Develop budgets for each event and campaign; monitor the progress of each, and adjust 
plans when necessary. 

• Work closely with the Executive Director and other designated staff in long-range planning 
for Berkeley Symphony; prepare budget projections as needed. 

Board of Directors 

• Staff the Development Committee of the Board and other volunteers enlisted to participate 
in the development program. 

• Report to the Board and Executive Committee on progress of all fund-raising events and 
campaigns; provide other reports and statements as requested. 

• Develop Board and volunteer leadership through participation in Board committee meetings 
and ongoing donor cultivation efforts; participate in identifying and recruiting new 
leadership. 
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• Recommend fund-raising policies and procedures to the Executive Director and Board with 
the goal of building a year-round development program that demonstrates the highest 
standards of professionalism and ethical conduct. 

Administrative 

• Organize staff and volunteers to carry out all fund-raising campaigns and events; evaluate 
effectiveness of each campaign. 

• Oversee the maintenance of all donor files and records; develop and administer all donor 
benefits programs in accordance with IRS guidelines. 

• Provide periodic progress reports on all campaigns; prepare listings and financial statements 
as needed by the Board and staff. 

• Serve as part of the senior management team to assist the Executive Director in setting and 
implementing administrative and artistic policies established by the Board. 

• Hire, train, manage, and evaluate the performance of all development staff, including interns 
and volunteers. 

Other 

• Develop and maintain internal and external contacts to optimize fund-raising efforts. 
• Maintain ongoing contact with contributors, corporate sponsors, and business and 

community leaders. 
• Support Board and staff efforts to solicit in-kind contributions. 
• Keep abreast of recent research on fund raising; maintain a collection of current fund-raising 

resource materials. 
• Attend other civic and cultural events in the community; represent Berkeley Symphony by 

speaking at public events as requested. 
• Perform other duties as assigned by the Executive Director. 

Desired Qualities 

• Personable, energetic and appealing personality, sensitivity to donor concerns, and ability to 
engage and interact with individuals  

• Experience with fundraising event planning 
• Experience with Theatre Manager software a plus 

 
COMPENSATION:  
 
 DOE, plus benefits 
 
TO APPLY: 
 
 Email cover letter, resume and references to jobsearch@berkeleysymphony.org. 

 

 


