
 

 
Development Specialist #02160 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-14-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  22 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Lead special projects, events and initiatives for the purpose of fundraising, promoting public awareness, 
increasing community engagement, or otherwise building financial support; and act as liaison to special 
interest foundations for committees and fundraising. 
 
Representative Work Functions and Responsibilities 
Assist with various special projects to plan, lead and implement fundraising activities, public relations 
initiatives, and marketing strategies as they relate to cultivating donors. 
  

Interact with potential and existing donors and sponsors. 

 
Coordinate programs to recognize donor contributions. 

  
Secure financial support from individuals, foundations and corporations. 

  
Day-to-day bookkeeping of foundation, including checking account and money market accounts; work 
with auditors on annual audit; track contributions; and manage donor and prospect database and data 
entry. 

 
Ensure ongoing legal compliance and filing of necessary reports and fees. 
 
Initiate or help to coordinate grant proposals and is responsible for all record keeping and reporting on 
grants received.  
 
Coordinate the planning and implementation of mailings; plan and implement mass mailings; and 
compose, edit, and prepare all correspondence and proposals to prospects and committed donors. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Satisfactorily coordinate special projects and initiatives; effectively cultivate donors; effectively conduct 
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stewardship duties; assure volunteer recognition and retention strategies are in place; provide 
professional assistance with donors via telephone and written correspondence; maintain development 
timelines; accurately develop and maintain donor and prospect database; and effectively prepare reports 
to track contributions.  
 
Minimum Qualifications 
Requires Bachelor’s degree in related field and/or experience equivalent to four (4) years in fields utilizing 
the required knowledge, skills, and abilities. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of fundraising strategies and techniques.  
2. Knowledge of research methods and reporting techniques.  
3. Knowledge of donor and sponsor relations and development.  
4. Knowledge of maintaining a donor database and producing timely reports.  
5. Knowledge of producing a newsletter and marketing materials.  
6. Knowledge of planning and coordinating donor social functions.  
7. Knowledge of financial recordkeeping procedures.  
8. Knowledge of budget preparation.  
9. Knowledge of public relations and marketing strategies.  
10. Knowledge of non-profit management and leadership.  
11. Knowledge of volunteer recruitment and management.  
12. Knowledge of grant writing and funding agencies.  
13. Knowledge of identifying, developing and cultivating new donors. 

B. Skills 
1. Skill in organizing and completing special projects.  
2. Skill in meeting deadlines, managing multiple tasks simultaneously, prioritizing duties, and 

working independently, as well as part of a team.  
3. Skill in establishing effective relationships with prospects, donors and volunteers.  
4. Skill in increasing results and meeting fundraising goals.  
5. Skill in compiling reports and maintaining databases.  
6. Skill in initiating fundraising activities.  
7. Skill in leading committees and projects.  
8. Skill in cultivating new donors. 

C. Abilities 
1. Ability to understand stewardship and donor relations programs.  
2. Ability to supervise and coordinate projects.  
3. Ability to work with volunteers to enhance successful calling of donors and/or coordination of 

events.  
4. Ability to be creative in planning social events and in producing newsletters, marketing and 

solicitation materials.  
5. Ability to manage fundraising initiative and stewardship of donors.  
6. Ability to work with Boards, community organizations and cultural agencies.  
7. Ability to perform data entry or maintain handwritten records.  
8. Ability to hear at a conversational level.  
9. Ability to occasionally work an irregular schedule to accommodate facility hours and events.  
10. Ability to operate a computer and use city standard software applications.  
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11. Ability to comprehend and follow oral and written instructions with minimal guidance from 
others.  

12. Ability to effectively communicate with other city employees, customers, the general public, 
and potential and existing donors both orally and in writing.  

13. Ability to maintain an appropriate work pace, focus on routine and complex tasks without 
distraction or compromising accuracy, and complete tasks within expected time frame. 

14. Ability to perform a variety of assigned tasks that may vary from day to day.  
15. Ability to establish and maintain effective working relationships with merchants, the public, 

supervisor, subordinates, and co-workers.  
16. Ability to effectively work with diverse groups and obtain consensus to accomplish goals.   
17. Ability to work independently, but seek guidance from others when uncertainties arise.  
18. Ability to adjust routine procedures to accommodate challenges or improve processes.  
19. Ability to adjust to typical work stressors and maintain composure in stressful situations.  
20. Ability to direct, control, and plan the work of others. 

 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 

 


