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PHILANTHROPIC SERVICES OFFICER 

JOB DESCRIPTION 
November 18, 2011 

 
Job Purpose:  The Philanthropic Services Officer reports to the Director of Resource 

Development and has primary responsibility for philanthropic services provided to 

CFMC fund holders.  The Community Foundation has almost 300 funds, including donor 

advised, agency and designated purpose funds.  The Philanthropic Services Officer will 

serve as the primary contact for fund holders, manage the fund holder service systems 

and provide individualized assistance to fund holders.  The Philanthropic Services 

Officer is also responsible for managing the Foundation’s scholarship and awards 

programs. 

 

Primary Duties and Responsibilities:   

 Plan and implement strategies to enhance fund holder services across all fund types 

 Provide individualized philanthropic services as requested by fund holders 

 Participate in orientation meetings with new donor advisors to understand their 

interests and intentions 

 Develop and maintain comprehensive and accurate information regarding donor 

advisor interests and preferences 

 Meet with donor advisors on a regular basis 

 Serve as the primary contact for fund holders, able to answer questions about their 

funds and the Foundation’s work in general  

 Receive and track grant requests from donor advised funds (Kathy will process) 

 Conduct due diligence on donor advised grants and ensure legal compliance and 

approval levels 

 Encourage co-investment by donor advisors  

 Develop donor advisor education and engagement opportunities 

 Manage DonorCentral, the Foundation’s online donor management system 



   

 Administer all Foundation scholarship programs and award programs, including 

procedures, approvals and stakeholder communications  

 Manage communications with fund holders, including provision of information about 

funds and fund holders to Communications Officer 

 Produce reports as requested for internal and external audiences 

 Maintain cross-functional working relationships with other departments needed for 

timely and full-service philanthropic support to fund holders 

 Serve as liaison with program staff to recommend grant and co-investment 

opportunities that support fund holders’ philanthropic interests 

 Supervise and monitor work of interns, volunteers and independent contractors, as 

needed  

 Manage and facilitate special projects, as assigned 

 Participate in ongoing training and professional development, including staying 

abreast of industry trends and their appropriateness for the Foundation’s 

philanthropic services practice 

 

Qualifications: 

 Bachelor’s degree or higher 

 People skills and customer service orientation 

 Excellent communication skills (both verbal and written); Ability to prepare and give 

presentations 

 Proficiency with computer technology including Word, Excel, PowerPoint and 

database concepts 

 Verbal and written Spanish proficiency and bicultural background desirable 

 Team oriented with an ability to work cooperatively and effectively with colleagues, 

board members, consultants and community leaders from diverse backgrounds 

 Ability to organize, prioritize and manage multiple projects simultaneously and work 

independently 

 Strong analytic, interpersonal and networking skills;  Ability to interact with fund 

holders, board members, grant seekers and foundation staff from diverse 

backgrounds 



   

 A demonstrated commitment to the community and, in particular, a desire to assist 

nonprofit organizations in addressing community needs and supporting positive 

change efforts 

 Must have a valid California driver's license, a reliable motor vehicle and proof of 

valid auto insurance as required by law, for travel throughout the Monterey County 

for site visits, community engagement and meetings 

 Prior development experience is desirable but not required;  experience working with 

volunteer and/or in the non-profit sector is desirable  

 

Compensation:   This is a full-time, exempt position.   Salary range is competitive with 

mid-management ?? position in a local nonprofit organization.   

 

To Apply:  Interested individuals should submit the following to either the job posting at 

the www.montereybayjobs.com website (preferred) or to hr@cfmco.org:  

1. A letter of interest explaining your relevant experience and how your background 

qualifies you for this position 

2. Your resume 


