
 

 

 
Job Description 

 
 
Job Title:   Associate Director of Development 
Department:  Development  
Reports To:   Director of Development  
FLSA Status:  Exempt 
Schedule:  Full-time, 40 hours per week 
 
 
Founded in 1981, Luther Burbank Center for the Arts is the North Bay's premier arts and 
events center presenting world-class performances, nationally recognized education 
programs, contemporary visual art, and many popular community events. A 501{c)(3) 
non-profit organization, the Center is ranked among world's top 100 performing arts 
presenters hosting performances in music, theater, dance, comedy, family programming 
and renowned speaker events, and serving more than 50,000 children and adults 
annually through its Education Through the Arts programs. 
 
The LBC seeks a detail-oriented Associate Director of Development with excellent 
organizational, communication, management and fundraising skills — and a passion for 
the arts — to join its growing team. The Associate Director of Development will help to 
lead an innovative development team tasked with meeting or exceeding annual 
contributed revenue goals, to ensure that the organization is sustainable in the short- 
and long-term.  
 
The Associate Director of Development is an integral member of the Development Team 
and will support and complement the skills and capabilities of the Director of 
Development (DOD) by assisting in the design, management, and execution of annual 
fundraising strategies to grow the contributed revenues of the Center from all sources, 
including individuals, foundations, businesses, government agencies, and at least one 
fundraising event. Along with the DOD, the Associate Director will work closely in 
cooperation with the Director of Special Projects. 
 
Essential Duties and Responsibilities include the following. OTHER DUTIES MAY 
BE ASSIGNED. 
 
The primary focus for this individual is to deepen, broaden, and increase contributed 
revenue for the organization’s annual operations. Achieving, growing, and exceeding the 
department's annual contributed revenue goal (approximately $3M) will be accomplished 
through a vital collaboration between the Associate Director of Development, the DOD 
and the entire Development team. 
 

• Provide leadership and support on all matters related to fundraising, including 
annual fund; major gifts; membership; fundraising events; corporate and  
 



 

 
 
foundation giving; and development, management and execution of strategic and 
tactical plans to acquire, retain, and grow contributed revenue. 

• Support the DOD in current annual contributed revenue goal of $3M+ and pursue 
the long-term strategic direction of increasing percentage of contributed revenue 
from an average of 26% to 40% of operational expense.  

• Support efforts to continually refine a compelling case for support that inspires the 
broader donor community. 

• Prepare and submit government and foundation proposals. 
• Assist the DOD in establishing annual contributed income goals and objectives; 

accountable for ensuring goals and objectives are met. 
• Work with Development staff to plan and oversee fundraising initiatives for 

identification, cultivation and solicitation of new, renewed, and increased gifts, 
both personally and as a member of the team. 

• Maintain a robust stewardship program to recognize and retain current donor 
pool. 

• Work with the board of directors to help cultivate and steward their relationships. 
• Complete annual SMU DataArts (California Cultural Data Project) reports for 

analysis and select proposal submissions; manage GuideStar account 
• Assist with oversight of pledge billing, income accounting, and reporting for all 

campaigns and appeals, as well as donor acknowledgement process and 
recognition fulfillment. 

• Increase knowledge throughout the community of the non-profit mission and 
programmatic impact of the Center, resulting in conversion of ticket buyers into 
donors and new support from the business community. 

• Assess and evaluate previous and current campaigns, and trends, in order to 
inform fund development strategy, and to develop a year-over-year comparative 
history. 

• Partner with the marketing team to implement a strategic communications plan to 
promote organizational impact and fundraising activities. 

 
QUALIFICATIONS 

• Bachelor's degree from a four-year college or university or equivalent experience, 
Master's degree a plus. 

• Five plus years fundraising experience with a proven fundraising track record 
• Ability to design, execute, and grow a solid and successful fundraising program 

including annual fund, major gifts, and corporate and foundation gifts 
• Ability to inspire and motivate philanthropic commitment from a broad range of 

individuals externally and internally {board of directors and colleagues) 
• Ability to manage complex strategic plans and programs, and to work effectively 

under deadlines 
• Excellent organizational and time management skills, and careful attention to 

detail 
• Outstanding interpersonal and communication skills; ability to articulate ideas 

clearly, concisely, and persuasively in both written and oral format 
• Excellent writing and editing skills 

 



 

 
 

• Ability to evaluate philanthropic trends and analyses and knowledge of best 
practices 

• Knowledge of financial management tools and budgeting protocol for non-profit 
organizations. 

• Ability to develop strong partnerships with all Center staff members and board of 
directors 

 
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. 
 
Work Remotely: 

• Possibly temporarily due to COVID-19 
 
COVID-19 Precaution(s): 

• Remote interview process 
 

The Luther Burbank Center for the Arts values diversity in the workplace and is 
committed to creating an equitable and inclusive work environment where employees 
are treated with dignity and respect. The Luther Burbank Center for the Arts is an equal 
opportunity employer and maintains a policy of non-discrimination with all employees 
and applicants for employment. This position will remain open until a diverse and 
qualified pool of candidates has been identified. Applications from populations 
underrepresented in the arts are strongly encouraged to apply. 
 
To apply, please send a cover letter and resume to 
HR@lutherburbankcenter.org, using the subject line “Associate Director of 
Development.”  Please send Word or PDF file only. 
 
No phone calls please. 
 

 
 

Luther Burbank Center for the Arts is committed to creating a diverse work environment 
and is proud to be an equal opportunity employer. 

 

mailto:HR@lutherburbankcenter.org

