
 

 

 

 

Job Requisition: Operations and Development Director  

Bear Yuba Land Trust is a private, non-profit, membership supported group promoting voluntary 

conservation of our natural, historical and agricultural resources in the Bear and Yuba watersheds of the 

Sierra Nevada foothills.  We do this through permanent protection and enhancement of natural areas, 

farms and ranches, trails and parks to provide a lasting community heritage.  Bear Yuba Land Trust exists 

to create a balance between nature and the needs of the people who make a life and a livelihood here. 

This is our home. Our mission is to enrich the deep community connection with our land – today, 

tomorrow, and forever. 

In Nevada, Sierra and Yuba counties we have protected more than 12,800 acres of land through 

conservation easements and fee title ownership of Preserves.  We manage approximately 30 miles of 

trails.  We have more than $8m in assets and an operating budget approaching $1m annually.   We are 

an accredited land trust, with a staff of 12, an engaged Board of Directors of 12, about 100 volunteers 

and 850 household memberships.   

We are seeking an Operations and Development Director to oversee the operations and finance 

function, and the fundraising and community outreach efforts.  The Operations and Development 

Director reports to Executive Director and manages a staff of 3: the Bookkeeper, the Community 

Engagement Manager, and the Administrative Assistant.  The Operations and Development Director is a 

member of the Management Team. 

Job Description 

 

Operations responsibilities 

 Develop and manage Operations budgets and staffing 

 Design and implement all HR, operations and records management policies and procedures in 

accordance with Land Trust Alliance Standards and Practices and legal requirements; ensure 

compliance across the organization 

 Overall financial management, reporting and planning, supervising bookkeeper and accounting 

staff, Treasurer, Committees and contractors 

 Assist the Executive Director in seeking improvements in financial management, investment 

management, fiscal health, financial accountability, overall operations and human resources 

 Manage the Land Trust Accreditation process and seal 

 Ensure appropriate support for organizational leadership including Officers, Board of Directors, 

Board Advisors and Board Committees; deliver a quarterly Operations and Development Report 

to the Board 

 Ensure the organization has a safe, healthy and professional work environment, with adequate 

technology, supplies and other resources for staff to perform their duties 



Fundraising responsibilities 

 Create a comprehensive and robust Fundraising Plan that delivers primarily unrestricted 

revenue from Public Support, including Donor Contributions, growing the endowment, Business 

Sponsorships, Memberships Fundraising Events and Campaigns, and Merchandise; support an 

annual revenue target of $400k-600k  

 Manage, track, measure success and report quarterly and annually on the Fundraising Plan 

 Create a positive culture of fundraising among BOD, Committees and staff as an integral part of 

everything they do 

 Ensure exemplary donor appreciation and stewardship 

 Manage the grant database and calendar; be directly responsible for cultivating private 

foundation and corporate grants, and grants that support outreach programs and capacity 

growth 

 Manage and grow the Land Legacy Circle program for major donors and planned giving 

 Develop and launch a crowdfunding program to meet fundraising goals and reach out to 

younger demographics 

 Identify, and implement capital campaigns for specific needs 

 Develop fundraising analytics using eTap and report quarterly statistics to the BOD in the Staff 

Report 

Community Engagement responsibilities 

 Create a comprehensive and robust Community Engagement Plan necessary to support a 

successful fundraising effort, and for the successful delivery of conservation programs in general 

by the organization; this includes creating visibility, awareness, education and a passion to 

support the mission and programs 

 Create a strong and persistent BYLT brand, and support establishing the organization as a critical 

community institution 

 Create awareness among beneficiaries and supporters beyond the local community, including 

downstream and regional constituents 

 Create, manage, track, measure success and report on the Community Engagement Plan 

including the successful and long-standing Treks program and the Youth program 

 Build a robust Volunteer Program that recruits loyal and committed BYLT supporters who can be 

leveraged for advocacy and converted to donors and/or planned givers 

 Develop outreach analytics using eTapestry member database application 

Discretion, Latitude and Decision-Making 

 Reports to the Executive Director 

 Is able to make strategic recommendations and/or decisions based on analysis, wisdom, 

experience and judgment 

 Maximum opportunity to act independently within parameters agreed upon with Executive 

Director 

 Maintains confidentiality of sensitive and emotionally-charged information 

 

Candidate Qualifications  



 Bachelor’s degree in business administration, marketing or related field and at least 6 years 

fundraising experience in the non-profit sector 

 Proven success in asking for and closing major gifts and in building and maintaining long-term 

relationships donors 

 Knowledge of current and evolving trends in charitable giving, particularly in the areas of major 

gifts, capital campaigns and planned giving 

 Understanding of functional business management systems and processes including finance, 

human resources and all aspects of administration 

 Outstanding interpersonal, oral and written communication skills, with the maturity, integrity 

and experience to gain the trust and confidence of BYLT’s donors, leadership and partners 

 Ability to work effectively both as a part of a team and independently, and take on a leadership 

position with the fundraising program 

 Strategic, analytical approach combined with a collaborative nature 

 

Additional Attributes 

 Highly organized and detail-oriented self-starter 

 Proven team player with a passionate commitment to the vision, goals and objectives of BYLT 

 Demonstrated ability to work effectively and tactfully with a wide range of people and 

personalities to establish collaborative partnerships 

 Able to multi-task and work on several project deadlines simultaneously 

 Well-organized, self-motivated and independent worker 

 High standards for professional work delivered on time and on budget 

 Strong sense of personal responsibility and integrity 

 Positive attitude and willingness to learn 

 

Working Conditions 

 Permanent, full time position 

 Mix of work and very occasional outdoor activity, including walking on uneven ground in 

undeveloped areas 

 Occasional need to work long hours and weekends 

 Willingness to travel 

 

Competitive compensation package is offered. Personal leave, paid vacation and holidays.  Professional 

development opportunities.  Health insurance support through a stipend. 

 

Our office is located in Grass Valley, CA.  Cover letter and resume are welcome now for interested 

parties.  Please email it to info@bylt.org.  Position is expected to be filled by October, 2017.  For more 

information about us, visit www.bylt.org. 
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