
Wells Fargo Center for the Arts  
Job Description 

 
Job Title:   Development Manager  
Department:   Development  
Reports To:   Director of Development 
FLSA Status:  Exempt  
Approved Date:  August 2015 
 
Summary 
As part of the Development team, the Development Manager is responsible for attaining annual 
contributed revenue goals by implementing strategies that inspire individuals to make a 
philanthropic investment in the Center. This position participates in cultivation, solicitation and 
stewardship of all donors, with a focus on those giving $300 to $2,499.  
 
Primary duties include the following; other duties may be assigned: 
 
Under the direction of, and in collaboration with, the Director of Development: 
 
• Meet and exceed annual financial and activity goals 
• Participate in development and orchestration of annual strategic plans, from prospect 

identification through stewardship and benefit fulfillment; attend cultivation and stewardship 
events 

• Implement and maintain an individual gifts program that expands and stewards the existing 
base of donors, with emphasis of those giving $300 to $2,499; provide monthly 
progress/status reports 

• Analyze donor and prospect data to identify and qualify appropriate targets for unrestricted 
or restricted support;  

• Create and maintain fund raising appeals and materials 
• Maintain accurate and complete records of contacts and communications in Tessitura and 

paper files 
• Serve as lead staff responsible for the successful execution of the annual fundraising event, 

Art of Dessert  
o Oversee table and tickets sales 
o Work with Board volunteers and committee and program colleagues to secure 

auction donations 
o Write solicitation and acknowledgement letters; ensure tracking of donated items  
o Collaborate with the Events Manager to ensure a well-executed event 
o Lead wrap-up efforts following event 

• Write proposals and reports as needed for specific individual funders 
• Create customized, timely communications with donors 
• Oversee timely and accurate acknowledgments and benefits fulfillment 
• Monitor monthly progress toward budgeted goals 
• Manage expense budget; monitor and report on budget status 
• Complete annual California Cultural Data Project reports for analysis and select proposal 

submissions; manage GuideStar account 
• Attend and participate in weekly Development Team meetings 

 
 
Qualifications 
To perform this job successfully, candidates must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 



ability necessary for success in the Development Manager position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
Education and/or Experience                       
Bachelor's degree (B. A.) from four-year college or university; 3 to 5 years related experience 
and/or training. 
 
Language Skills                       
Excellent and proven writing and communications skills to effectively articulate the mission, 
goals and programs of the Center in proposals, reports and other correspondence. Ability to 
speak effectively before groups of donors, patrons or employees of the organization.  
 
Mathematical Skills                       
Understanding and ability to read financial reports, prepare fundraising progress reports, and 
develop and analyze budgets and projections.  
 
Reasoning Ability                       
Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. Ability to interpret a variety of instructions furnished in 
written, oral, diagram, or schedule form. 
 
Computer Skills                       
To perform this job successfully, an individual should have knowledge of database software, 
spreadsheet software and word processing software, i.e., MS Word, Excel, and ticketing 
software (preferably Tessitura). 
 
Other Skills and Abilities 
 

• 3 or more years fundraising experience, with demonstrated ability to plan and execute 
an Annual Fund program; major gifts experience preferred 

• Ability to inspire and motivate philanthropic commitment from a broad range of people  
• Ability to identify who the right person is to make the “ask” on behalf of the Center. 
• Big-picture decision-making that focuses on the Center’s core values and culture of 

philanthropy 
• Clear sense of effective follow-up strategies to ensure accountability and responsibility 
• Strong experience in working with high-profile individuals and donors; extremely tactful 

and diplomatic in dealing with confidential concerns 
• Ability to motivate and interact effectively with volunteers and program staff 
• Knowledge and experience with event planning and implementation 
• The capacity to manage multiple projects with competing deadlines in a fast-paced, 

deadline-driven, detail-oriented environment 
• Excellent time and project management skills                       
• Ability to work independently, prioritize, and manage multiple projects and respond to 

unanticipated projects and deadlines 
• Possession of a collegial management style that promotes teamwork, creativity and 

open communication 
• Ability to collaborate effectively with all departments 
• Highly organized and detail-oriented 
• Possession of good problem-solving skills 



• Strong computer skills, including Microsoft Word, Excel, Web and email; knowledge of 
PC required 

• Strong knowledge of donor database concepts; database management experience in 
Tessitura preferred  

• Must have an open mind and be adaptable to change; able to develop and implement 
new procedures and policies; agile enough to take on new responsibilities 

• Excellent verbal and written communication skills, strong customer relations skills and 
ability to work well with all levels with staff and patrons.  Strong team-building, coaching, 
problem solving and management skills. 

• Results oriented; meets commitments  
 

Physical Demands 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. While performing the duties 
of this job, the employee is regularly required to use hands to handle or feel; reach with hands 
and arms and talk or hear. The employee is frequently required to stand and sit. The employee 
is occasionally required to walk. The employee must occasionally lift and/or move up to 25 
pounds. Specific vision abilities required by this job include close vision, color vision and ability 
to adjust focus. 

 
Work Environment 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually moderate. 

 
The Wells Fargo Center for the Arts is committed to creating a diverse work environment and is 
proud to be an equal opportunity employer.  
 
To apply, submit resume, cover letter and salary history to HR@wellsfargocenterarts.org 
You will be contacted if your skills match the job requirements. 
 
 

mailto:HR@wellsfargocenterarts.org

