
Hope Haven 
Job Description 

Title: CHIEF DEVELOPMENT & COMMUNICATIONS OFFICER  

Reports to: Chief executive officer (CEO)  
Status:  Full Time, Exempt  
 

Hope Haven, a nonprofit in Jacksonville, Florida, offers hope that transforms families. 
Our mission is to ensure that children and families realize their full potential by 
providing specialized services and individualized educational opportunities. The chief 
development and communications officer (CDCO) will play a key role to ensure we 
reach our goal of being the national model for support of families whose loved ones 
face a range of educational, developmental and mental health concerns.  
 
POSITION SUMMARY 
As a contributing member of the organization’s Executive Team, this new CDCO 
position requires a highly-motivated and very successful fundraising executive with 
marketing communications management experience to assume a pivotal role in the 
evolution of our fast-growing, highly-respected organization.  
 
Hope Haven also offers the opportunity to create and deploy strategies that leverage 
a unique opportunity: our 100th Anniversary in 2026!  
 
The CDCO should be a mission-focused, strategic, collaborative, results-driven, 
experienced creative leader and manager with a proven track record of growing a 
diverse and sustainable revenue portfolio, building and amplifying a positive brand 
position, and leading a team of diverse, talented individuals. 

 

PRIMARY RESPONSIBILITIES 
 

 Play a key role in supporting Hope Haven's projected annual budget growth 
from $3M to $5M over the next three years, generating the resources, 
partnerships, and platform required to achieve our goals of becoming a 
national model where emerging theories are tested and piloted, and proven 
interventions are sustained in a collaborative, multidisciplinary environment 

 Effectively develop, lead, and manage the fund development, budgets and 
communications strategies for all fundraising, marketing activities and 
functions 

 Lead all fundraising activities and generate contributed revenue by increasing 
major gifts, sponsorships, and grants  

 Oversee marketing, communications, events, and brand strategy for the 
organization  

 Create competitive and breakthrough strategies that show a clear connection 
between vision and action 



 

Leadership and management  
 

 Lead team to develop and execute against multi-year strategic goals and 
annual work plans  

 In partnership with the CEO and board leadership, lead and manage Hope 
Haven’s strategic board engagement and stewardship  

 Mentor and coach direct reports and support teams, delegating work streams 
effectively, fostering professional growth, and motivating and holding team 
members to a high standard of excellence  

 Lead strategic planning, manage team execution against measurable goals and 
objectives, and develop and manage budgets  

 Work with the CEO and chair of the governance board to ensure fulfillment of 
fund development roles amongst the board of directors and facilitate effective 
engagement between management and volunteers 

 Organize and prioritize work and deliverables of a team and cross-functional 
organizational colleagues, and meet deadlines within a fast-paced 
environment with competing demands  

 Recruit, motivate, organize and retain a high-performing and diverse team; 
foster talent development, growth, learning, and improvement 

 Provide partnership, training, and support to staff across the organization to 
help them successfully participate in fundraising efforts for the organization. 
Build, strengthen, and leverage the strong internal culture of philanthropy 

 Support and stand-in for CEO or other leaders for public appearances and 
responses to media inquiries as needed 

 

Fundraising 

 Actively cultivate, solicit, and steward a personal portfolio of high-capacity, 

transformational donors with major gifts record and/or potential from 

corporate, foundation, and individual sources 

 Lead team to accurately forecast and close gifts and grants to ensure adequate 
revenue for the organization; support CEO and finance function to monitor 
cash flow with timely revenue forecasts 

 Direct and guide staff to maintain database files and records, including those  

used to track contributions, communications with donors, and maintain 

accurate mailing lists 

 Proactively measure and report on progress against clear goals, assessing 

efficacy and productivity, and spurring learning and improvement 



 Create, implement, and monitor revenue Key Performance Indicators (KPI) to 

support internal/external dashboards, learning, improvement and reporting  

 Lead, manage, and model best practices and systems to support stewardship 
throughout the donor life cycle and with a growing donor pipeline  

 Provide general oversight of the organization’s fund development activities, 
manage the day-to-day operations of the development function, and monitor 
adequacy of activities through coordination with staff, appropriate 
committees, and the board of directors 

 
Brand, marketing, communications and events 
 

 Demonstrate passion for Hope Haven’s mission, vision, and values 

 Proactively create Hope Haven's positive public image, brand, and reputation  

 Identify and oversee resources to write grant applications, case statements, 

major gift and sponsorship proposals, technical reports, communications, and 

other documents as necessary to support fundraising activities 

 Directly oversee writing and editing of all fundraising and marketing 
communications, speeches, press releases, letters, and articles  

 Build and foster collaborative relationships with other departments within the 
organization to stay informed and abreast of new and current work 

 Presentations and facilitation skills   

 Think and act strategically; understand the role of individuals, corporations, 
and foundations in contemporary philanthropy 

 
QUALIFICATIONS/REQUIRED EXPERIENCE: 

 Progressive responsibility for fundraising experience, with minimum of 5 
years in a senior director role and 7 years of successful track record attracting 
and closing major gifts of $100,000+  

 Proven track record of identifying, cultivating, securing, and stewarding major 
donor relationships and of partnering with high-level boards of directors, 
volunteers, and organizational partners  

 Demonstrated competency in marketing, communications and brand 
management in a related field, with excellent written and oral communication 
skills across all organizational levels  

 Exceptional project management skills 

 Minimum 5 years experience in supervising and managing staff, including 
creative vendors and/or contractors 

 Proficiency using Microsoft Office products, database tools (i.e., Little Green 
Light), and web content management systems  


