
MATTATUCK MUSEUM 
 
JOB TITLE:    Director of Development 
REPORTS TO: Museum Director 
FLSA STATUS: Exempt 
 
POSITION SUMMARY 
The Director of Development will lead efforts to expand and diversify the Museum’s funding 
sources and donor base, shape overall development strategy, support earned income goals, and 
oversee all fundraising efforts ($1 million+ annual goal), including annual giving, membership 
and patron programs, special events, foundation and government grants, and corporate 
sponsorships—with a special emphasis on identifying, cultivating, and soliciting major gifts 
from individuals. 
 
KEY DUTIES AND RESPONSIBILITIES 
 

1. A key member of the senior management team, the director will create and execute an 
overall fundraising plan for the museum that includes: 

a. Outlining annual plan for fundraising efforts including targeted appeals and 
special events. 

b. Identifying prospective major donors from existing donor base, contacts with 
museum leadership and volunteers and developing stewardship and cultivation 
strategy.   

c. Develop good working relationship with centers of influence in the community, 
including attorneys, accountants, and financial advisors. 

d. Develop and implement strategies for building relationships leading to 
solicitation. 

e. Work with outside counsel in the planning and supervision of capital campaign. 
2. The director is charged with coordinating the participation of the Executive Director, 

Curator, Director of Education and board and fund raising committees in cultivating, 
soliciting and stewarding donors. 

3. The director manages the museum’s annual fund and membership programs with 
oversight of gift processing and acknowledgment. 

4. The director will manage all fund-raising events. 
5. The director will develop and implement a planned giving program. 
6. Supervise development staff. 
7. Work with volunteers to increase the awareness of fundraising activities. 
8. Serve as an ambassador for the museum. Cultivating new prospective donors and 

stewarding existing donors. 
 
QUALIFICATIONS 
 
The Director of Development must be a creative, strategic thinker as well as an effective 
communicator with the credibility and authority to represent the museum with potential donors, 
board members, established museum patrons, arts professionals, and community leaders. 



Experience in managing confidential donor information, excellent writing and oral 
communications skills and proven record of follow-through are essential.  The director should 
possess the confidence to personally pursue, solicit and secure major gifts, as well as the ability 
to prepare and support the director and board members in solicitations. 
 
The individual must possess a high level of energy, with a willingness to develop and execute a 
wide range of activities, from the day-to-day to the highly creative and visible. Project 
management and staff coordination for special events is also essential. The candidate must be 
able to prepare a specific strategy for fundraising efforts, budgets and reports for management 
and the board, and clear plans for monitoring fundraising efforts. 
 
Candidates with a track record of developing and organizing successful fundraising events 
should provide details with their application. 
 
Members of the senior management team are expected to devote a significant amount of time 
and energy to the successful fulfillment of their responsibilities.  The director must be prepared 
to work evenings and weekend hours, in addition to fulfilling the obligations of a routine 
workday.  Occasional travel for work both within and beyond the region may also be required.   
 
Advanced computer skills necessary – Donor Perfect database; museum experience a plus. 
 
Salary Range: commensurate with experience 
 
The museum offers full benefit package including vacation, holidays, health insurance and 403b 
plan as well as support for professional development to qualified employees.   
 
To apply, please send cover letter that addresses qualifications and interest, current resume and 3 
professional references to:  DIRECTOR OF DEVELOPMENT SEARCH, Attn: Robert Burns, 
Mattatuck Museum,144 West Main Street, Waterbury, CT   06702 or via email to 
Bob@mattmuseum.org. 
   
Documents should be sent as attachments using Microsoft Word or PDF format, and should not 
exceed five (5) megabytes.  No phone calls please. Only those selected for an interview will be 
contacted. The Mattatuck Museum is an Equal Opportunity Employer.  As such, we are 
interested in candidates who are committed to high standards of scholarship, performance and 
professionalism, as well as to the development of a climate that supports equality and diversity. 
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