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UNITED WAY FOX CITIES 

JOB DESCRIPTION 
 

 
DATE:     February 2021  
POSITION TITLE:   Resource Development Officer  
DEPARTMENT:     Resource Development 
REPORTS TO:   Resource Development Director 
 

PURPOSE OF POSITION: 
This team member works with established relationships and develops new ones to build the resources crucial to 
completing our mission of making a stronger, more caring community for everyone. This person will primarily be 
responsible for engaging and educating companies and their employees in our organization's work through one-
on-one meetings, group presentations, volunteer opportunities, and other activities to garner financial support for 
United Way Fox Cities. 
 
 
Key Responsibility Area:  Resource Development  
1. Develop and implement strategies for local workforce giving, focusing on increased annual giving and year-

round relationship-building activities. 
2. Develop and grow relationships with key relationships. 
3. Manage accounts as assigned and provide oversight for the success of all company campaigns within a 

division (if specified), accepting responsibility for measurable results. 
4. Year-round account management including setting goals, visiting accounts at least annually, developing a 

written strategic plan, and engaging the CEO or upper-level management in supporting the campaign while 
working with the Employee Campaign Manager to reach desired outcomes. 

5. Work with companies to identify their Corporate Social Responsibility (CSR) goals and align those goals with 
United Way Fox Cities' work when appropriate, becoming a partner in carrying out those goals. 

6. Manage account data efficiently through timely input of notes, updated account information, and report 
development and analysis. 

7. Develop oral and written communications for presentations and participate as a spokesperson for United Way 
upon request. 

8. Identify and recruit campaign volunteers. 
9. Communicate, in a timely manner, relevant information to prepare campaign volunteers for outreach visits. 
10. Participate in all campaign volunteer meetings and activities. 
11. Identify new business opportunities and work to engage their active participation in a workplace campaign. 
12. Increase personal knowledge and understanding of health and human service issues facing the Fox Cities’ 

area and their relationship to the community impact vision of United Way. 
13. Commit to serving as a positive member of the United Way team, working cross-functionally and 

collaboratively to achieve organizational priorities and goals. 
  
 
Key Responsibilities Area:  Affinity Group Support  
1. Assist department in the development and execution of affinity group events and engagement opportunities. 
2. Engage individuals outside the traditional workplace setting to inspire them to become lifetime supporters of 

United Way Fox Cities through the Forever United Network (FUN). 
3. Manage relevant communications to current and prospective affinity group members. 
4. Solicit feedback from members to continuously improve program effectiveness.  
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Key Responsibility Area: Social Media/Communications Liaison 
1. Work with the marketing department to develop a social media plan for the resource development department 

and oversee the department's execution. 
 
Key Responsibility Area:  Other 
1. Represent United Way Fox Cities in the community as a professional exemplifying the values and mission 

statement through behavior and performance. 
2. Model ethical behavior by honoring the code of conduct. 
3. Share responsibility for creating the United Way brand experience. 
4. Continue to increase personal knowledge and understanding of the work of United Way. 
5. Coordinate and prepare promotional materials for use in presentations. 
6. Perform other job-related duties as may be assigned by the Resource Development Director. 
 
Job Relationships: 
External:  United Way volunteers, committees, Employee Campaign Managers, CEOs, employee groups, and 
United Way partner agencies. Outreach through participation in volunteer capacities such as Rotary Int’l, Kiwanis, 
Optimists, etc. 
 
Internal:  Work with other United Way staff and committees.  Assist in different departments and serve on 
committees upon request. 
 
Job Specifications: 
Education:  Bachelor’s Degree or equivalent experience. 
 
Experience:  A minimum of three years’ experience in a relationship-focused field such as fundraising, sales, 
marketing, public relations, or management is preferred.  
 
Knowledge:  General knowledge of fundraising, sales, training, or public relations is preferred.  
 
Skills:  The ideal candidate is a relationship-builder with exceptional interpersonal and organizational skills; 
excellent verbal and written communication skills; ability to work independently and as a team player; ability to 
work well with volunteers and donors; ability to plan and organize projects with attention to detail; strong computer 
skills, including Microsoft Office experience. 
 
Work Environment:  Work is primarily performed in an office environment.  Much work is conducted seated at a 
desk; regular use of a computer and peripherals will occur.  There may be some exposure to repetitive work on 
the computer.  Working under deadlines is an integral part of the job.  The standard work week is 37.5 hours, 
generally 8:00 AM – 4:30 PM with an hour for lunch.  There will be times when job responsibilities will require more 
extended hours and/or work outside the regular workday and times.  Occasional overnight travel may be required.  
Local travel will be done using the employee’s vehicle; travel expenses will be reimbursed.  The ability to drive 
oneself to employee presentations and agency tours, along with the ability to perform heavy lifting, is required. 
 
To apply:  
Submit a cover letter and resume to Josh Kilgas at Josh.Kilgas@UnitedWayFoxCities.org. Application deadline is 
March 10, 2021.  
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