
COOPERATIVE BAPTIST FELLOWSHIP 
Congregational Stewardship Officer 

 
 
Responsibility: The Congregational Stewardship Officer will launch and maintain a 

successful annual giving program for CBF partner churches (Called 
Into Fellowship) and oversee other giving campaigns for the 
Cooperative Baptist Fellowship. 

 
Reports to:          Chief Development Officer 
 
Relates to:    All CBF staff and constituencies 
 
Supervises:    None 
Duties:  
 

1. Develop and implement a strategic and coordinated plan to cultivate CBF partner 
congregations in their investment in the life of our Fellowship.  Plan with objectives, 
timelines and evaluation plans for the Called Into Fellowship program and other 
giving campaigns that include identification, cultivation, solicitation and stewardship 
of constituents.  
 

2. Track church giving data/trends and provide leadership on developing strategic 
moves/cultivation management with the goal of retention and increasing giving levels. 
 

3. Builds relationships with churches to identify specific touches as part of the ongoing 
cultivation process. This will involve making strategic visits. 
 

4. Oversee the stewardship process to ensure timely and proper acknowledgement of all 
gifts from churches. 
 

5. Identify strategic opportunities in churches for the Executive Coordinator to visit 
and/or speak. 
 

6. Directly assist the CDO and the Associate Coordinator of Identity and 
Communications with all direct mail campaigns for churches and individuals by 
organizing staff around the work and executing the process from start to finish. 
 

7. Work alongside CDO and other members of the CBF leadership to develop and 
maintain coordinated fundraising efforts 
 

8. Collaborate with CBF States and Regional Coordinators in implementing a streamlined 
fundraising strategy. This includes providing fund development consultation, assisting 
with providing a fund development framework and support with donor solicitations. 
 

9. Work closely with CDO and other members of CBF leadership to develop and 
maintain coordinated fundraising efforts. 
 

10. Assis the CDO in administering programs and activities to solicit gifts from CBF 
governance entities, individuals, churches and ministry supporters. These include 
personal solicitations, making donor calls, and mail appeals for the annual fund and 
other giving campaigns. 
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11. Oversee and lead CBF’s use of donor database software, including, but not limited to, 
its use to retrieve donor data. Perform comprehensive analysis and manipulation 
related to all aspects of the Annual Fund program and other giving campaigns. Use 
statistics to evaluate current Annual Fund programs and to make recommendations 
for program changes.  
 

12. Communicate with CBF leadership about developing and contacting potential donors.  
 

13. Maintain professional growth. 
 

14. Develop optimum levels of leadership, encouragement and talent development to achieve 
goals and objectives. 

 
15. Ensure customer service (internal and external) levels exceed CBF requirements through 

timely communication, follow through and successful implementation of projects. 
 

16. Ensure compliance with all CBF policies and procedures and legislative compliances. 
 

17. Deliver against quality and budget targets. 
 

18. Partner with senior managers and functional leads including attending senior 
management meetings as appropriate. 

19. Other duties as assigned by supervisor.  
 
REQUIREMENTS: 
 
EDUCATION: Bachelor’s degree required. Graduate preferred.    
  
 
EXPERIENCE: Minimum of 5 years of fundraising and annual fund development 

experience or any equivalent combination of education, training and 
experience which provides the required knowledge, skills and abilities.  
Experience working in cross-cultural environment and religious non-
profit organization. Desired CBF membership or member of a CBF 
congregation. 

 
 
SKILLS:  Exemplary Christian character and integrity with commitment to  
                                       the mission of CBF. Knowledge and experience with local church  

life and leadership. Knowledge of fund development principles and 
public relations. Strong organizational, administration, interpersonal 
communication and problem-solving skills. A strong implementor of 
tasks with keen attention to details. Ability to use data to inform 
strategies. A strong team player. Knowledge of basic accounting 
principles preferred. Strong relational and organizational skills. Initiative, 
creativity and ability to manage multiple tasks and meet deadlines. 
Computer skills, including proficiency in the Microsoft Office Suite, 
SalesForce database (or other donor database) and a sound understanding 
of technologies associated with the World Wide Web. Highly 
accountable and responsible for safeguarding confidential information. 
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COMMITMENT: Cooperative Baptist Fellowship is a fellowship of Baptist Christians and 

churches who share a passion for the Great Commission of Jesus Christ 
and a commitment to Baptist principles of faith and practice.  The work 
of this position exists to further this CBF commitment. 

 
 
 
 
 
 
 
 
 
 


