Job Description: (Updated August 2006)


Myrna Loy Center Director of Development  


30 hr a week position

Salary: Between $12 and $16 per hour per experience + 3/4 time accrural of vacation 

and sick leave + monthly benefits equal to $375


Supervisor: Executive Director

The MLC Director of Development will support the work of the MLC Board of Trustees and the Executive Director in raising funds and increasing revenue for the Myrna Loy Center in several areas.


Development- 

· Maintain data bases on funders and business sponsors;

· Maintain and access mailing lists;

· Keep MLC files on grants and funders current;

· Support the Executive Director in writing grants; 

· Work with Board Fundraising Committee;

· Establish a plan for increasing membership and engaging business sponsors:

· Support the Board in identifying and helping to contact funders and business sponsors;

· Contact potential business sponsors and solicit business support.

·  Work with Executive Director and with Marketing staff on developing plans for public fundraising activities

· Work with Board Volunteer Coordinator to develop and implement Volunteer program; and

· Organize and support implementation of fundraising events..

Programming- 

· Learn basic box office procedures;

· Learn staff responsibilities during film and live performance programs;

· Do box office and staff performance work as needed;

· Fulfill other basic staff responsibilities as needed.

