CELF NY
Job Description 2022

Position: Director of Advancement
About CELF:
The Children’s Environmental Literacy Foundation’s – “CELF” – mission is to make sustainability
education an integral part of every school’s curricula and culture, from kindergarten through high
school. Our approach is comprehensive, engaging students, teachers and administrators, parents,
communities and businesses through professional development, consulting services, and
experiential programs. CELF is a small non-profit led by a team of highly-collaborative, dedicated
professionals. Growing demand for our services has opened new opportunities in our home market
of NY and new market in Houston, TX that requires creative and strategic fundraising to increase
CELF’s operating capacity. This position is an exciting opportunity for engagement with a dynamic
team in a rapidly evolving field addressing some of the most pressing issues of our times.
Job Description:
The Director of Advancement will collaborate with the Executive Director to secure a diverse
revenue stream for a growing non-profit. The individual will work closely with the Executive
Director, senior management, the board of directors, and program staff to achieve CELF’s
development goals. Reporting to the Executive Director, the Director of Advancement provides
innovative and strategic leadership in the planning, implementation, and management of the
organization’s annual fundraising plan and long-term development strategies. The position is
responsible for growing the organization financially and overseeing an integrated strategic
communications plan to support fundraising efforts, while fostering a sense of philanthropy
throughout the organization.
The Director of Advancement will have the opportunity to build on established successful practices
and a growing pipeline for the development function. In partnership with the ED, this position is
responsible for all fundraising and development activities, including:
●
●
●
●
●

Forging new relationships to build out CELF’s visibility and impact;
Designing and implementing a comprehensive plan for developing external alliances
Establishing and implementing infrastructure to grow $1M budget
Expanding and diversifying donor pipeline and secure new funding initiatives
Working closely with Board of Directors to take on more active fundraising roles

Job Responsibilities:
● Donor stewardship in key CELF markets, initially NY Metro Area and Houston, TX:
Collaborate with Executive Director and work closely with Board of Directors to provide
guidance and written support for donor recognition, write copy for and oversee production
of solicitation materials, and implement and administer a donor mailing list and fundraising
database and tracking systems
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●
●
●
●
●
●
●
●

Grants: Research, write, and edit grant applications in collaboration with the Executive
Director
Fundraising dvents: Oversee execution of fundraising or donor cultivation events,
including but not limited to cocktail parties, salons and panel discussions
Corporate outreach: Research and conduct outreach to prospective corporate sponsor
partners.
Communications: Oversee P/T communications manager and interns and creation of
publications and marketing collateral to support fund raising activities
Provide guidance to program staff in support of donor stewardship and manage
collaborative cultivation efforts to secure new funders, using moves management systems
Maintain gift recognition programs and ensure timely and accurate report deliveries to
funders
Achieve, at a minimum, annual benchmarks with planned and actualized increased
performance thereafter
Manage the implementation of NEON data management system and oversee staff
responsible for data entry and gift processing

Qualifications:
● Bachelor's degree required; Master's preferred
● 7+ years of professional fund development experience in a nonprofit organization, with
demonstrated success in a development function (managing and forging relationships with
multiple donor sources)
● Tangible experience of having expanded and cultivated corporate partnerships and donor
relationships over time
● Excellent database and computer skills and experience using technology to streamline
processes. NeonCRM experience preferred
● Flexible and adaptable style; a leader who can positively impact both strategic and tactical
fundraising initiatives; work independently and as a team player when necessary
● Ability to work both independently without close oversight, but also a team player who will
productively engage with others at varying levels of seniority within and outside CELF
● Strong organizational and time management skills with exceptional attention to detail
Travel: 3-4 trips/year to Houston or NY for corporate investor/fund development meetings;
pending COVID-19 protocols, in-person meetings with existing and prospective funders and
program partners in NYC and Tri-State Area
Compensation range: $90,000 - $110,000; salary commensurate with experience
Location: Hybrid, with flexible work arrangements including remote and 1-3 days/week in-office
located in Valhalla, NY (Westchester County) or in Houston, TX
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To Apply: All applications must include a resume and cover letter describing your motivation for
applying. We also encourage writing samples and/or development presentations, if available.
Please send application materials to:
Maureen Brady-Atinksy, Board Chair at maureen@celfeducation.org
Please include “Director of Advancement Application” in the “Subject” line of your email.
Target start date: July - September 2022

If your experience doesn’t check every box listed above, but you feel that your professional
and lived experiences make you a great candidate, we want to hear from you. CELF is
committed to diversity, equity, and inclusion, and does not discriminate on the basis of
race, color, religion, sex, sexual orientation, gender identity or expression, national origin,
age, disability, marital status, veteran status, or political affiliation. CELF encourages
qualified applicants who identify as having lived and/or worked in a community impacted
by environmental injustice. CELF is proud to be an equal opportunity workplace and is
an affirmative action employer.

