
 
 

Institutional Gifts Director 
 
SUMMARY 
  
From the Top is an independent non-profit organization that celebrates and supports youth 
through music.  At the heart of From the Top’s mission is the belief that young people can make 
a difference in the world by sharing who they are and what they love to do.  Through award-
winning NPR and PBS programs, online media, a national tour of live events, and leadership 
development programs, From the Top shares the stories and performances of pre-collegiate 
musicians with millions.  
  
From the Top seeks an exceptional writer and experienced, results-oriented professional to 
serve as Institutional Gifts Director who can make a significant contribution to the organization's 
development effort and revenue goals.  Reporting to the Director of Development as part of a 
five-member development staff, the Institutional Gifts Director will initiate, plan and manage all 
grant-making and sponsorship activities for the organization.   
 
GOALS 
 
Manage portfolio of $1.5 M+ in institutional grants, corporate sponsorships and contracts.  
Increase the number and average award of institutional grants and sponsorships, steward a 
well-established program and research and develop new funding avenues.   
 
RESPONSIBILITIES 

 Plan and manage all aspects of institutional giving program, including foundation, 
corporate and government grants.   

 Research and identify potential fundraising opportunities from institutional funders for 
general operating support and targeted programmatic funding.   

 In collaboration with program staff, prepare grant proposals, budgets, follow-up 
documentation and other correspondence in support of institutional solicitations.  

 Complete and monitor progress of grant proposals, interim reports, and final reports to 
funders by appropriate deadlines.  

 Supervise maintenance of institutional records to accurately reflect gift and contact 
information in donor database plus track deadlines and monitor progress of 
proposals/applications. 

 Steward and serve as principal staff liaison to a select group of institutional funders, 
maintaining ongoing communications and appropriate follow-up.   

 Serve as principal staff to the Director of Development in scheduling meetings with 
institutional funders and prospects and drafting any follow-up solicitation and cultivation.   

 Assist in developing annual budgets. 

 Other related duties as assigned. 



 
 
QUALIFICATIONS 
 

 At least 5 years professional development experience in non-profit organizations, 
including significant responsibility for revenue generation. Sound judgment and 
demonstrated experience stewarding high-level foundation and corporate contacts. 
Established relationships with foundation and corporate executives and program officers 
desirable. 

 Strategic thinker and proven ability to expand institutional giving including developing 
materials, tracking, stewardship, solicitation and closing. 

 
 Ability to self-start, work independently, manage multiple priorities, and meet specific 

goals and deadlines.  Team orientation necessary to partner with other staff in a 
dynamic, creative work environment.   

 
 Excellent writing, editing, and research skills.  

 
 Persuasive communication style and strong interpersonal skills.  

 
 Excellent computer skills, experience using Raiser’s Edge desirable. 

 
 Bachelor's Degree 

 
SALARY and BENEFITS 
 
This is a full-time, salaried position with benefits.  Competitive salary based on qualifications 
and experience.   
 
Send resume and cover letter to jobs@fromthetop.org. You can find us online at 
www.fromthetop.org 
 
From the Top, Inc. is an equal employment opportunity employer.   
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