
 
 
 
 
 

Associate Director of Development 
 

 

About SEED 
 
As the first public, college-preparatory boarding schools in the U.S., SEED’s mission and approach to education are 
unique. SEED schools are tuition-free and, by design, serve traditionally underserved students. Our schools and 
graduates are supported by The SEED Foundation. The SEED Foundation provides programmatic and operating 
support to SEED schools in Washington, D.C., Baltimore, and Miami. The SEED Foundation’s College Transition & 
Success (CTS) team provides intensive, individualized support to each SEED graduate from their junior year of high 
school through their college graduation. The success of the SEED model has been showcased in media outlets and 
publications such as 60 Minutes, The New York Times, The Washington Post, and in the documentary film Waiting 
for “Superman”. The President of the United States has hailed SEED as “a true success story.” For more 
information, please visit www.seedfoundation.com. 
 

Position Overview 
 
The SEED Foundation seeks an Associate Director of Development to be responsible for identifying and developing 
relationships with The SEED Foundation's constituents with the goal of soliciting them for major gifts, grants and 
planned gifts. S/he is responsible for implementing strategies to ensure proper qualification, cultivation, 
solicitation and stewardship of those donors. The Associate Director of Development will manage a portfolio of 
approximately 150 individuals and foundations and report to the Chief Development Officer.  
 

Essential Duties and Responsibilities 
 
Foundation and Corporate Relations 

 Oversee the identification and qualification of potential funding sources utilizing databases, publications 
and government websites, matching SEED program goals and priorities with grant opportunities. 

 Manage the grant development process (for foundations and corporations) from start to finish, including 
drafting compelling letters of intent, full proposals and budgets and producing interim and final reports, 
as necessary. 

Major Gifts Management 

 Develop and execute strategies to identify, research, cultivate and solicit qualified prospects for major 
and planned gifts in collaboration and cooperation with the Chief Development Officer.  

 Create, plan, and execute comprehensive prospect strategies to achieve successful cultivation, 
engagement, solicitations, and stewardship activities for current and prospective supporters.  

 Draft major donor solicitation proposals and reports.  

 Design, plan and execute a dynamic and formalized planned giving/legacy program. 

 Work closely with development team to achieve annual income goals, campaign goals, and donor 
identification, cultivation, and stewardship goals. 

 Working with the Chief Development Officer, help identify, cultivate, recruit and develop fundraising 
volunteers and leadership.   

 Perform other major donor activities as required, including preparing briefing materials and solicitation 
strategies for CEO. 

http://www.seedfoundation.com/
http://www.seedfoundation.com/collegesuccess/
http://www.seedfoundation.com/collegesuccess/
http://www.seedfoundation.com/seed-in-the-news
http://www.seedfoundation.com/seed-in-the-news
http://www.seedfoundation.com/


 
 
 
 
 

Associate Director of Development 
 

 
Essential Experience, Skills, and Competencies  
 
The ideal candidate will possess: 

 Bachelor's degree with four to six years successful fundraising experience in increasingly responsible 
development positions.   

 Experience in grant writing, editing, and management (with proven track record of successful grant 
awards). 

 Excellent written and verbal communication. 

 Proven success managing donor portfolios and demonstrated success providing superior service and 
generating large gifts from donors. 

 Significant experience with major gifts techniques such as tracking successful moves management 
programs, and major donor cultivation, solicitation, and stewardship. 

 Knowledge and understanding of sophisticated fundraising practices and essential functions of a 
progressive organization. 

 Raiser’s Edge experience preferred.  

 Ability to travel, including frequent local travel and occasional national travel. Please note that car 
ownership is not a requirement.  

 Strong analytical skills.  

 Strong relationship management skills required. Must be able to work independently, in a dynamic, fast 
paced setting under tight deadlines. 

 Critical thinking skills, ability to take ownership and initiative to independently problem solve. 

 Ability to work independently with an ability to prioritize important tasks.  

 Comfort working with people of diverse backgrounds. 

 
SEED offers a competitive salary along with an excellent benefits package that includes four weeks of vacation, 
eleven holidays, eight sick days, health, dental, and insurance, FSA reimbursement accounts (health care, 
dependent care, and transit/parking), life insurance, short-term and long-term disability, and a 403(b) plan. 
 
To apply for the Associate Director of Development position at The SEED Foundation: 
Please forward your resume and cover letter with “SEED Foundation – Associate Director of Development” in the 
subject line. Applicants will not be considered without both a resume and cover letter. 
 
The SEED Foundation is committed to the letter and spirit of equality. It does not discriminate on the basis of race, 
color, religion, gender, sexual orientation, or national and ethnic origin in hiring and employment, nor in the 
administration of its educational policies, admissions policies, scholarships and other programs. 


