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INDIVIDUAL GIVING MANAGER 

 

Status:         Full time, exempt 

Reports to:  Director of Development  

  

Background: 

ODC is a groundbreaking contemporary arts institution, boasting a world class dance company, a presenting 

theater, and a dance school for students of all ages. Guided by its Founder and Artistic Director Brenda Way, 

Co-Artistic Director KT Nelson, and Choreographer/ODC School Director Kimi Okada, ODC is nationally 

recognized for its entrepreneurial spirit and artistic innovation. Unique for its fully integrated vision, ODC strives 

to inspire audiences, cultivate artists, engage community, and foster diversity and inclusion through dance 

performance, training and mentorship. ODC operates a two-building campus consisting of a Dance Commons 

and ODC Theater in San Francisco’s Mission District. ODC’s programs and activities have contributed to 

community development, arts education, and access to creative art-making for over 40 years. The annual 

operating budget is currently $6 million, approximately half of which comes from contributed revenue. 

  

Position Summary: 

Reporting to the Director of Development, the Individual Giving Manager (IGM) is responsible for developing 

strategies and implementing programs/activities to meet contributed revenue goals through the engagement 

and support of individual donors and prospects. These include developing the individual giving portion of the 

annual fundraising plan, sustaining and growing the number of annual donors, increasing the size of individual 

donations, tracking data for donors and donor groups, and making strategic decisions to improve results. The 

IGM identifies, cultivates, and solicits gifts from new donors, nurtures and encourages continued and increased 

giving from existing donors through targeted appeals and underwriting opportunities, and develops platforms for 

recognition and stewardship. S/he collaborates with internal departments to produce donor collateral, other 

materials, and events. The IGM is an integral member of the ODC Development Team, which includes an 

Institutional Giving Manager, Special Events Manager, and Development Operations Manager, in addition to the 

Development Director. 

   

Primary Responsibilities: 

● Responsible for generating $1M in annual contributed revenue from individuals 

● Develops strategies for identifying, cultivating, soliciting, and stewarding current and prospective donors 

(individuals and groups); executes programs to engage and motivate their support of ODC through personal 

approaches and visits, appeals and campaigns, and special events 

● Develops and implements stewardship and recognition programs to create high-quality donor experiences 

and grow ODC’s community of supporters 

● Develops and implements online and direct mail appeals, plus special campaigns (may include Endowment 

and Planned Giving); utilizes data and creates metrics to measure results against budgeted goals and other 

targets 

● Collaborates with Marketing department in developing donor communications strategies and vehicles, 

including the development, and production of print, online and social media materials  
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● Partners with the Events Manager and other internal departments (Artistic, Production, and Marketing) to 

plan and execute donor cultivation and fundraising events 

● Oversees donor acknowledgment program and data management/utilization, in conjunction with the 

Development Operations Manager 

● Collaborates with Marketing department on development of donor communications strategies and vehicles, 

and 

● Develops a marketing program to promote planned giving opportunities; plays a leadership role in 

communicating information about vehicles and strategies to donors and prospects.  

  

Qualifications and Requirements: 

● B.A. or B.S. degree in English, Arts Administration, or a related field from an accredited college or university 

● Minimum of 3+ years experience working with individual donors in a non-profit organization, with increasing 

responsibility 

● Proven success achieving contributed revenue goals, increasing and deepening support from individuals, 

identifying prospective donor populations, and securing gifts of up to $10,000 

● Excellent verbal and written communications skills, including experience writing/creating successful direct 

mail and online appeals, proposals, donor acknowledgments and other communications 

● Strong strategic thinking skills; ability to analyze and utilize data for planning and reporting 

● Is customer-service focused, thoughtful, and responsive to donors’ interests; identifies ODC funding needs 

that resonate with donors’ passions and motivations  

● Highly motivated and energetic; team player with ability to take initiative and work independently 

● Strong budgeting and project management skills 

● Proficiency with Microsoft Office Suite and facility working with customer relationship management systems 

-- knowledge of Salesforce/Patron Manager preferred, and  

● Passion for the arts/dance and/or experience in a performing arts organization a plus. 

 

Compensation and Benefits 

Non-profit salary, commensurate with experience. As a dance organization committed to physical well-being, 

ODC’s benefits package currently includes health, vision and dental coverage for full-time employees, two 

weeks paid vacation, sick leave, free dance classes, and a dynamic work environment.   

 

Applications and Inquiries 

Send cover letter, resume, a professional writing sample, and the names and contact information for three 

professional references to Development@ODCDance.org by March 17, 2017. Position is open until filled. No 

phone calls, please. 

  

  

ODC is an Equal Opportunity Employer 


