
Catholic Diocese of Kalamazoo 
Director of Stewardship and Development 
Job Description 

 
Summary 
The Director of Stewardship and Development serves as the primary advisor to the Bishop of the Diocese of 
Kalamazoo with regard to coordinating and managing fundraising efforts to support the mission of the diocese. 
This position reports to the Bishop and the Executive Director of Administration and manages all stewardship and 
development activity to meet the financial needs of the Diocese of Kalamazoo.  

 

Responsibilities  
 Identify major gift prospects and manage Bishop’s Circle membership. 

 Manage all programming to promote and cultivate planned giving within the diocese. 

 Oversee the research, preparation and submission of grant proposals to foundations. 

 Advise parishes and schools regarding weekly stewardship, capital campaigns, estate planning, annual 
giving programs, and offertory enhancement. 

 Work to integrate an attitude of Stewardship in all aspects of the life of the Diocese   

 Work closely with the Bishop and his staff to determine and communicate development priorities, 
including being a member of the Bishops Leadership Team. 

 Initiate contact with major gift prospects and coordinate meetings with the bishop. 

 Implement and carry out policy for receiving gifts of property and gifts-in-kind.  

 Collaborate with the Office of Communications to develop materials. 

 Create reports reflecting progress in areas of major gifts, annual giving and department budget. 

 Work in partnership with various diocesan staff, parish staff, and third parties as needed. 

 Maintain donor records, data collection, and processing. 

 Effectively manage the office of stewardship and development staff.  

 Perform other assignments as requested. 
 

 

Qualifications 
A bachelor’s degree is required; a master’s degree is preferred. Applicants must have a minimum of five years in 
fundraising, marketing, or related field and must have previous supervisory experience. Priority will be given to 
applicants holding a CFRE endorsement or applicants with parish and/or diocesan experience. Individuals with the 
ability to read, speak and write in Spanish will be given special consideration. Other qualifications are as follows:  

 Ability to communicate and interact with diverse groups 

 Superior written and verbal communication skills 

 Knowledge of successful marketing, communication and development strategies  

 Working knowledge of Raiser’s Edge software or willingness to be trained 

 Practicing Catholic in full communion with the church and familiarity with church structure and teaching 

 Ability to work during some evenings and weekends 

 Reliable transportation for travel throughout the Diocese of Kalamazoo 
 
This job summary is intended to describe the functions and nature of work performed by the person assigned to 
this position. It is not intended to describe all responsibilities, duties and skills required. Regular, reliable 
attendance is an essential function, and all employees are required to follow any other job-related instruction and 
perform any other job-related tasks as requested by their supervisor.  
 



While performing the duties of this position, the employee is regularly required to talk and/or hear. The employee 
is regularly required to stand, walk, and sit; use hands to finger, handle, or feel; reach with hands and arms; climb 
or balance; and stoop, kneel, crouch, or crawl. The employee, on occasion, may be asked to move or lift items up 
to 25 pounds in weight.  
 
This position is located at the Catholic Diocese of Kalamazoo Pastoral Center and will require travel to other 
diocesan offices and/or client homes as required by position responsibilities and/or diocesan management. This 
position will be exposed routinely to typical office noise levels and/or exposure to various weather conditions.  
 
Please send resume, cover letter and list of three professional references to hr@diokzoo.org  
 
Applications are being accepted through May 2015. Interviews will be conducted on a rolling basis as needed until 
this position is filled.   

mailto:hr@diokzoo.org

