
Position Title: Senior Development Officer

Position Reports to: Executive Director

Department: Development

Compensation: $65,000-75,000/yr FTE, pro-rated to .5-.8 FTE

Employment Status: This can be a contract or exempt role, to be

determined in conversation with the candidate, with compensation to be

negotiated and adjusted accordingly.

Direct Reports: None currently. The incumbent will be tasked with

assembling a team of employees or contractors to carry out necessary

development functions.

Benefits: For employees, benefits include generous paid time off, health

care package, and a 3% retirement contribution.  This is a hybrid role that

can be primarily worked remotely if desired. There is also an opportunity to

seasonally flex the position if desired.

About the Organization

Located on a secluded, lush 17-acre property in SE Portland’s underserved Lents community,
Leach Botanical Garden is a unique urban oasis. The Garden’s mission is to maintain and enhance
living collections of plants for the purposes of education, research, and conservation and to
preserve the legacy of the Garden’s founders John and Lilla Leach. In addition to providing general
garden access, Leach Botanical Garden produces a broad array of educational and cultural events
and programs aimed at serving families and people of all ages. The Garden is an environmental
oasis for humans, animals, plants, and the entire ecosystem, providing critical tree canopy and
access to nature for the mental and physical health of our neighbors and community. Our ‘Back 5’
project is a collaborative partnership in habitat restoration and native planting with a focus on
underserved youth and BIPOC communities.

Leach Botanical Garden is operated by the non-profit Leach Garden Friends in partnership with

Portland Parks & Recreation.

About the role

The Senior Development Officer is  a dynamic new role designed to drive the creation of systems
and strategies for an organization that is ready to take its development program to the next
level.With a small administrative staff Leach successfully completed a multi-million dollar Upper
Garden renovation capital campaign prior to the pandemic, and has raised more than $300,000
from hundreds of individual donors since 2021. With significant increases in programming
anticipated over the next several years, we are seeking a seasoned development professional with
broad and deep experience and a particular interest in donor advancement, stewardship,
individual and major giving (both annual fund and capital campaigns), and a love of developing and



implementing systems.  In collaboration with the Executive Director, Operations Manager, and
Board of Directors, the right candidate for this role will be excited to take the lead to:

● design a robust multi-year fundraising plan
● implement the appropriate systems
● source the talent, likely a combination of staff and contractors
● operationalize the plan

Due to the unique needs and nature of this role, the Executive Director will work with the selected
candidate to right-size their role, both in terms of time commitment and length of appointment
(contract or permanent). The successful candidate will have an opportunity to work with the
Executive Director to evolve their own role and build the department over time once a framework
and plan are established.

Responsibilities

It is understood that the responsibilities listed here are too many for a single part-time role. The
ED will work with the employee to prioritize tasks, recognizing that it will take some time and
additional resources to address all of these elements.

● Develop an understanding of the existing organizational business and advancement plans
in order to identify and approach current and potential sponsors, donors and grantors

● Develop systems and (with ED) implement budget and staffing to plan, manage, and
expand:

○ Fundraising campaigns and activities
○ Donor stewardship and advancement processes and systems, including donor

engagement and appreciation events and programs. The organization utilizes
Versai CRM database

○ Fundraising events
○ Grant proposal and reports
○ Corporate sponsorship and business membership programs
○ Planned Giving program

● Work with the Executive Director and Board of Directors to develop and implement a 5-6
year Development Plan

● Work with the Executive Director and Board of Directors to develop and execute long
term capital and endowment campaigns

● Work with the Operations Manager and/or other staff to develop the necessary
record-keeping tools for various campaigns in Versai

● Work with ED, Operations Manager, and other staff to ensure that marketing and
communications systems are functioning to support development activities

● Other responsibilities related to development and communications activities as needed

Skills, Knowledge and Abilities
● A passion for sustaining organizations through donor and stakeholder engagement and

through various fundraising activities
● Team management skills
● Ability to work various hours, including occasional evenings, weekends and holidays



● Strong organizational skills, with excellent attention to detail
● Ability to bring creativity and flexibility to problem solving
● Ability to prioritize and juggle multiple projects in a fluid working environment
● Strong spelling, proofreading, grammar, and writing skills
● Proficiency in Microsoft Office, Gsuite, and ability to learn a database. Experience

with Versai CRM is a plus
● Excellent communication and interpersonal skills when interacting with staff,

visitors, Board,  donors, partners, and volunteers
● Desire to be a part of a team and able to work cooperatively
● Flexibility, integrity, and highest standards of professionalism and confidentiality

Work Environment

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.

Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the clerical duties of this job, the employee regularly spends long hours sitting
and using office equipment and computers. During special events the employee may be required to
spend hours on their feet. The employee’s work might require them to be outdoors in both hot and
cold weather. The noise level in the work environment is usually moderate.

How to Apply

Email resume and cover letter to bshockey@leachgarden.org. Resume and cover letter combined
in a single PDF document is appreciated! The position will remain open until filled, with interviews
taking place on a rolling basis as applications come in. Start date is flexible, with a target of March
or April 2023. An earlier later start date is also possible.

mailto:bshockey@leachgarden.org

