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January 3, 2017 

Tion 

 

Position: Director of Development, Virginia Stage Company 

Location: Norfolk, VA 

Department: Administration 

Supervisor: Producing Artistic Director 

 

Scope: 

Virginia Stage Company’s Director of Development is primarily responsible for the planning,  

implementation and administration of comprehensive fundraising initiatives to achieve the company’s  

contributed income revenue goals and expand its support.  The Director of Development  

works with VSC’s Producing Artistic Director to create a coordinated advocacy effort for Virginia Stage 

Company both within the local community and on the national level. The Director of Development must 

be a hands-on leader who supervises one full-time employee, a half time grant writer, and works well 

with the senior team. 

 

About Virginia Stage Company: 

Virginia Stage Company is the premier professional theatre in southeastern Virginia. With a $2.3 million 

annual budget, Virginia Stage produces six main-stage productions per year in the historic Wells  

Theatre.  With an average annual attendance of 70,000 people, Virginia Stage has drawn  

over 3 million patrons to downtown Norfolk in the past quarter century. 

 

Key Duties and Responsibilities: 

 

Development Strategy and Budgeting - 

- Prepare and monitor budgets for the Development Department. 

- Responsible for designing, planning and oversight of all fundraising programs, including annual 

giving, corporate partnerships, foundation and government grants, special events and In-Kind 

trade partnerships to meet the contributed income goal of at least $1.4 million annually.  

- Provide oversight and coordination of VSC’s Capital and Endowment Campaign, including 

Board Leadership, and Capital Campaign Coordinator. 

- Provide hands-on leadership in company efforts to increase donor relations and existing levels of 

support, including corporate support and major gift prospects. 

- Work with the Producing Artistic Director to create a coordinated advocacy effort for the 

company both within the local community and on the national level. 

-  

Fund and Donor Development -  

- Identify a spectrum of donors whose charitable giving mission aligns with those of Virginia 

Stage Company. Works with key VSC leadership to gather information needed to establish a 

viable donor prospect list and strategic pathways to those prospects. 

- Responsible for fundraising and management of Virginia Stage Foundation’s Endowment Fund. 

- Supervise the creation of all fundraising materials including donation request letters, corporate 

partnership proposals, structured donor benefits, etc. 

 

Grants - 

- Oversee grant writing, including expansion of these existing efforts. 
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Special Events - 

- Be ultimately responsible for all special events, and ensure proper and timely coordination of all 

special events elements with the appropriate staff. 

  

 Board Relations -  

- Work with the board concerning the development, recruitment and retention of board members. 

- Coordinate efforts with VSC’s volunteer Board to maximize effectiveness of their advocacy and 

fundraising efforts within the community. 

 

Required Qualifications: 

- Bachelor’s Degree  

- Three to five years’ experience in a development position. 

- Must have knowledge of professional fundraising and proven fundraising results. 

- Must have superior writing and communications skills. 

- Demonstrated competency in the creation and implementation of a development plan. 

- Excellent planning, analytical and project management skills. 

- Must have supervisory experience and ability to handle multiple tasks simultaneously. 

- Experience with Microsoft Office Suite, experience with Tessitura development software 

preferred. 

- Ability to interface with many different stakeholders successfully, including Board members, 

other senior staff and the public. 

- Knowledge and love of the theater. 

 

Submissions: 

Send cover letter, resume, three references and salary history to: 

Virginia Stage Company 

Attn: Tom Quaintance, Producing Artistic Director 

Email only: jobs@vastage.org 
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