
 
 
POSITION TITLE:  Strategic Partnership Officer  
 
REPORTS TO:  Vice President of Development  
 
POSITION DESCRIPTION:  
Primary responsibility of the strategic partnership officer is to identify, cultivate, solicit and steward 
BRIDGES strategic partnerships with corporate, faith-based, government and non-profit partners. 
Position is actively engaged in working to establish long-term partnerships and strengthen existing 
relationships with these sectors, as well as other key communities that will result in funding for the 
immediate and long-term goals of BRIDGES. The position will be responsible for researching and 
identifying sources of support, proactively seeking opportunities to generate new proposals based on 
partner guidelines and interests while maintaining  strong communication ties with current strategic 
partners and prospects. In addition, the strategic partnership officer will work collaboratively with the 
development team to plan, organize and implement activities related to annual fundraising and to expand 
donor support of BRIDGES as an ongoing priority. 
 
Position customarily and regularly requires the exercise of independent judgment and discretion more 
than 50% of the time.  Work is performed under general supervision of the Vice President of 
Development and requires special training, experience and knowledge.  Full-time, regular; exempt. 
 
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES: 

1. Normal work hours are 8:00 am – 5:00 pm plus evenings and weekends when needed.   
2. Work collaboratively with the development team, especially the vice president of development. 
3. Design, implement and manage a comprehensive proactive development strategy focused on 

expanding and enhancing strategic partnerships by directing and coordinating activities related to 
obtaining partner support. 

4. Identify emerging businesses and leaders with a special emphasis on developing high value 
corporate partnerships; identify, evaluate, cultivate and solicit large philanthropic commitments to 
support the mission and goals of BRIDGES. 

5. Work directly with the vice president of development to develop new approaches to partnerships 
and coordinate these contacts to initiate the cultivation/fundraising process. 

6. Work with the development grant writer to craft highly competitive proposals for partner 
prospects. 

7. Maintain a schedule of contacts with partner representatives; responsible for compelling 
presentations and comprehensive fundraising proposals. 

8. Create opportunities to engage, cultivate and steward current donors to help meet 
 fundraising goals. 
9. Build relationships with partner representatives to improve communication and increase funding, 

including organizing and leading site visits, managing and designing volunteer opportunities and 
keeping funders informed about BRIDGES work. 

10. Other reasonable, related duties as assigned by vice president of development and/or other 
authorized staff. 

 
 
 

 



EDUCATION/EXPERIENCE REQUIREMENTS, MINIMUM QUALIFICATIONS: 
1. Minimum Bachelor’s degree in a related field from an accredited college/university (as identified 

on the US Department of Education website); master’s degree preferred.  
2. Minimum of five years of work experience with comparable duties and responsibilities with 

demonstrated ability and aptitude for duties and responsibilities. 
3. Outstanding people skills. 
4. Experience working with senior corporate executives.  
5. Strong partnership-building and event planning skills; demonstrated success in achieving revenue 

targets. 
6. Excellent working knowledge of Microsoft Office, Google, Salesforce (or other fundraising 

database products); ability to identify ways these systems can help improve business processes; 
ability to train end users to intermediate and advance levels. 

7. Some night and weekend work required. 
8. Must have personal, dependable transportation for attending outside functions and locations; 

possess a valid drivers’ license and show proof of liability insurance coverage as required by the 
laws of the State of Tennessee and as outlined in the BRIDGES Employee Handbook.  Must have 
clean driving record. 

 
ADDITIONAL REQUIREMENTS:  
Knowledge of and Ability To:  

1. Be a proactive self-starter skilled in organizing resources and establishing priorities while 
maintaining a high degree of accuracy and professionalism; strong attention to detail. 

2. Organize work; prioritize multiple tasks across BRIDGES organization; meet deadlines; work in 
a fast-paced environment; have and use strong problem solving ability(s); maintain 
confidentiality of information when required; maintain a high degree of accuracy and 
professionalism at all times. 

3. Demonstrated strong interpersonal and leadership skills; ability to communicate effectively with a 
wide range of individuals in a diverse community (including participants, parents, program 
partners, stake holders and staff). 

4. Value diversity and seek out opportunities for self, staff, volunteers and program participants to 
interact and learn in diverse settings. 

5. Use tact and discretion when dealing with all people; maintain confidentiality and privacy of 
information; write legibly to record information; perform simple accounting procedures and 
maintain records. 

6. Use correct English grammar, punctuation and spelling in business letters and personal note 
composition and format; ability to proofread documents and correspondence; exhibit and use 
excellent written and oral interpersonal communication skills. 

7. Perform standard clerical office practices and procedures; file information alphabetically, 
numerically and chronologically using standard filing methods; skilled in using Microsoft Office. 
 

WORKING CONDITIONS:  
1. Work is performed at BRIDGES Center and at sponsor/potential sponsor locations as well as 

fundraising events.   
2. Must have dependable transportation for traveling to and from sponsors/potential sponsors, 

fundraising events and other locations.  
 
PHYSICAL DEMANDS: 

1. Requires ordinary ambulatory skills sufficient to visit departments at BRIDGES Center, 
sponsor/potential sponsor locations and fundraising events.     

2. Requires excellent communication skills both spoken and written using standard business 
English. 
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3. While performing the duties of this job, the employee is frequently required to sit, talk, hear and 
see.  The employee is required to use hands and fingers and reach with hands and arms.  

4. Employee must be able to crawl under desks / tables / or other objects to connect computer 
related wires, etc. as required.  

5. The employee must occasionally lift and/or move up to 25 pounds unassisted.  Specific vision 
abilities required by this job include close vision and the ability to adjust focus.  

 
In compliance with applicable law, reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions of the position. 
EOE – M/F – V/H 

 
I certify that there is nothing that would prevent me from performing the duties as outlined above.   
I understand that my position and continued employment depend on the availability of funding. 
 
 

 
            
Signature, employee       Date 
 
 
 
            
Vice President Development       Date 
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