
SantaFeCF.org  |  careers@santafecf.org

Job Title: Vice President of Development & Donor Relations

Reports To: President & Chief Executive Officer

Status: Full-Time, Exempt

Position Summary

The Vice President of Development and Donor Relations plays a critical role in increasing the positive impact 
of the Santa Fe Community Foundation (SFCF) across northern New Mexico. This position is responsible for 
managing all aspects of the Foundation’s day-to-day financial resource development and donor stewardship to 
support the growth of SFCF’s endowment and long-term grantmaking aspirations. As department head, the VP 
will provide leadership, strategic direction, and oversight for the Development & Donor Relations team, ensuring 
all department staff have clearly defined goals to advance SFCF’s strategic objectives and implement high-impact 
fundraising strategies.

This position is a member of the Santa Fe Community Foundation’s Executive Team. The VP works closely with 
the President & CEO and stewardship committees, and provides a high-level of internal and external leadership on 
behalf of the Foundation.

Values & Principles

• Serve as an ambassador of the Santa Fe Community Foundation and its mission, vision, and guiding
values of equity, perseverance, listening, and generosity.

• Strive to reach and exceed established professional goals.
• Abide by SFCF’s policies and procedures, and act with candor, transparency, clear communication, and

the highest ethical standards.
• Serve as a team player and work collaboratively with all SFCF employees.
• Understand and proactively seek opportunities for internal integration of work across functions and

departments to make connections and leverage the strengths and efforts of SFCF in order to maximize
its impact.

• Uphold the highest standards of customer service for all SFCF constituents in terms of speed of response,
accuracy, and completeness.
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Key Responsibilities

Development 
Work closely with the President & CEO and in alignment with the Foundation’s strategic plan to:

• Lead the creation and implementation of a comprehensive development program inclusive of but not 
limited to a strategy that identifies, cultivates, and secures new donors.

• Ensure the facilitation of all gifts from donors.
• Advance a comprehensive planned giving program that fosters SFCF’s business development relations 

with financial advisors, institutions, and trust companies.
• Formulate and execute plans to increase community philanthropic partnerships.
• Create and oversee development-focused events.
• A thorough understanding of all products, services, workplans, and metrics of the department and SFCF 

is required.

External Leadership 
Oversee functional areas and provide leadership in local and national associations/organizations. 

• Maintain a high-level public presence for the Foundation through presentations, public speaking, writing,
and attendance at philanthropic functions that further the strategic development and stewardship
objectives of SFCF.

Internal Leadership 
As a member of the Executive Team, foster and promote interdepartmental collaboration that capitalizes on 
diverse backgrounds, perspectives, and skills to accomplish foundation goals. 

• Contribute to the development and implementation of the organization’s mission, policies, strategies, and
operations.

• Identify, consider, and lead opportunities for internal integration of work across functions and departments
to make connections and leverage the strengths and efforts of SFCF.

Department Oversight and Management 
As department head, build, develop, and manage a team capable of carrying out needed strategies. 

• Create budgets and timelines for projects and manage workflow internal to the department.
• Prepare and review staff work assignments and evaluate individual and department performance.
• Ensure department staff have clearly defined and communicated goals designed to advance and support

SFCF’s strategic objectives.
• Maintain active involvement in professional development of staff, using SFCF resources and training.
• Coach and mentor staff in the areas of problem solving, understanding SFCF’s philanthropic priorities,

and developing strategies and goals for development and donor relations.

Board Relations 
Work closely with the President & CEO, participate in board and committee meetings as appropriate, and 
cooperatively staff the stewardship committees.
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General 
As appropriate, assist other departments and work as a member of interdepartmental teams to ensure the effective 
and efficient operations of SFCF. 

• At all times, demonstrate cooperative behavior with supervisors and coworkers.
• Other duties as assigned, dependent on organizational needs and employee skills.

Knowledge, Skills, and Abilities

To perform this job successfully, an individual must be able to perform each essential job function assigned 
satisfactorily. Reasonable accommodations are available to enable individuals with disabilities to perform the 
essential functions of this position.

Experience
10-15 years related experience, preferably in development, major gifts, financial services, trust management, 
private banking, legal, or nonprofit setting of comparable complexity is required. Related legal experience in estate 
planning is a plus. 

• Certified Specialist in Planned Giving is a major plus.
• At least 10 years’ experience in the practice and management of client acquisition and experience with 

and responsibility for wealth management and philanthropic products.
• Practical experience in philanthropy with demonstrated success in fund development and cultivation and 

planned giving.
• A strong knowledge of local communities, issues, and organizations.
• Knowledge of the full range of deferred giving vehicles and the tax laws as they relate to New Mexico 

charitable giving is a plus.

Leadership Skills
Ability to make well-reasoned decisions in the best interests of the organization for the present and future, and the 
ability to work collaboratively and effectively with individuals of diverse backgrounds. 

• Good meeting management skills and understanding of political processes.

Management
Proven ability to recruit, retain, motivate, and develop talented individuals and engage them in the collaborative 
achievement of personal, departmental, and organizational goals is required. 

• An ability to clearly communicate expectations and decisions, demonstrating good judgment and
sensitivity is necessary.

Communication Skills
Superior interpersonal, verbal, and written communication skills.   

• Experience in communicating complex technical concepts to and cultivating or selling to individuals of
high net worth or their intermediaries.

• A proven capacity to develop relationships with donors, agents of wealth, and various professional
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services related to asset development is essential as is the ability to work collaboratively and effectively 
with individuals of diverse backgrounds. 

Technology Skills
Internet competency and strong computer proficiency, including mastery of the Microsoft Office software suite 
and a familiarity with database software is required. 

• Working knowledge of Blackbaud and Foundant Community Suite software preferred, with a willingness
and ability to learn appropriate database, spreadsheet, and other computer programs.

Project Management Skills
Strong organizational skills and attention to detail. 

• Ability to prioritize work and adjust to multiple demands.
• Experience in creating and carrying out realistic timelines and project budgets.

Teamwork & General Skills
Ability to work well in diverse settings and understanding how to balance team/individual priorities.  

• Ability to take initiative and follow tasks through to completion.
• Ability to lead a team toward SFCF’s goals, leveraging and maximizing each team member’s skill set.

Company Benefits

The Santa Fe Community Foundation offers a highly competitive salary, 401(K), medical, dental, vision, and life 
insurance, PTO, and a generous number of company holidays.

Working Conditions

• Requires the ability to sit and work at a desk for several hours at a time.
• Requires the ability to travel and attend meetings, presentations, and events outside the office.

o Due to the nature of external appointments and/or responsibilities requiring travel to locations not
easily accessible by public transportation, use of personal car is an essential job responsibility for this
position.

• As a member of the Foundation’s Executive Team, this position is required to be available via telephone
during nontraditional work hours for work-related emergencies and to speak with clients and/or others
while away from the office and/or with clients and/or others located in other time zones outside
Foundation business hours.

• Work may require occasional weekends and/or extended workdays.
• Punctuality and satisfactory attendance are essential functions of the job.
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About the Santa Fe Community Foundation

Founded in 1981, the Santa Fe Community Foundation inspires philanthropic generosity, strengthens nonprofits, 
and fosters positive change to build a more vibrant, healthy, and resilient region. We envision a thriving northern 
New Mexico, where all people can find opportunity, build connections, and contribute to the well-being of their 
communities. Learn more about the Foundation by visiting SantaFeCF.org/About

How to Apply

We are looking for people who want to use their abilities to make a lasting difference. If that is you and you have an 
aligning background, then please send a cover letter explaining your interest in the Vice President, Development 
and Donor Relations position and what you would bring to the Santa Fe Community Foundation. Send cover letter 
and resume as a single Word or PDF document via email to: careers@santafecf.org. No calls please. 

Application deadline: Open until filled.

The Santa Fe Community Foundation is an equal opportunity employer committed to valuing diversity and practicing 

inclusion. We actively seek and encourage applications from minorities, women, and people with disabilities.

http://SantaFeCF.org/About

