THE SALVATION ARMY JOB DESCRIPTION

	Job Code  –  Title:

Major Gifts Manager

	Employee Name:


	Department:
Fund Development
	Location: 



	Job Family:

Development
	FLSA:

Exempt - Administrative
	Reports to:  


	Direct Reports: 
None
	Revision Date: 
February 20, 2019


Job Summary:
Cultivates, manages and solicits Major Gift donations for The Salvation Army, to support its programs and services;  seeks to increase donations from existing donors as well as identifies and cultivates new donors to support the programs and services of The Salvation Army; provides oversight and/or coordination of major gift donors; works directly with the Major Gifts Manager and Development team to develop a comprehensive development plan that includes cultivation of major gift resources, multi-year commitment funds and other strategic support; supports the Long Range Plan by assisting in positioning The Salvation Army to undertake a significant capital/endowment campaign as necessary.
Essential Functions:
This job description should not be interpreted as all inclusive.  It is intended to identify the essential functions and requirements of this position.  The incumbent may be requested to perform job-related responsibilities and tasks other than those stated in this job description.

Cultivation, Solicitation, and Stewardship of Donors (50%) 
Achieves revenue goals by personally managing portfolio of individual donors; researches, develops and maintains profiles on key prospects and top supporters; solicits donations and cultivates relationships in order to secure and increase ongoing support for The Salvation Army’s operating and capital needs.
Plans, develops, coordinates and evaluates an aggressive Major Gifts program to reach monetary, cultivation, stewardship, and mission goals; periodically meets with the Major Gifts Manager to evaluate a variety of resource development strategies and implement best practices in order to achieve short-term and long-term goals of the development department.

Identifies, cultivates, solicits and stewards major gift donors and prospects; accompanies Advisory Board and Council members, volunteers, and leadership as needed in support of visits with funding prospects for the command; updates and maintains contact reports on a timely basis.

Ensures all requests from major gift donors and potential donors for information and clarification are responded to in an accurate, timely and professional manner; evaluates day-to-day efforts to ensure that goals established by the Fund Development Department are met and/or surpassed.

Plans, develops, and executes programs associated with the cultivation of organizational alliances, sponsorships, philanthropic giving, matching donation and other funding opportunities to engage potential new support or increases current support from organizations through written and verbal communications, as well as, in-person visits with potential contributors; secure funds and gifts in-kind by presenting the benefits of a business alliance with The Salvation Army to fulfill the mission of the organization. 

Maintains an effective working relationship with the DHQ Planned Giving fund raising staff by referring leads and sharing information that may enhance the overall effectiveness and efficiency of the area command fundraising efforts; maintains awareness of DHQ Planned Giving programs in order to recognize Planned Giving donor prospects.
Directs, monitors, and evaluates the solicitation and completion of gift agreements to ensure compliance with The Salvation Army’s policies as well as local, state and federal legislation; maintains the security and accountability of donated funds and/or assets.
Administrative Responsibilities (30%) 
Develops, prepares and monitors weekly and monthly reports illustrating progress; maintains and manages an efficient donor record-keeping and reporting system, ensuring that accurate and complete records are prepared and maintained for each donor and identified prospect.
Performs data entry into donor management system ensuring the accuracy and timeliness of the same; runs reports from donor management system as requested.
Project Management Responsibilities (20%) 
Recruits and assists with training Advisory Council members; sends requests for Advisory Council membership approval; attends Advisory Council meetings as needed.

Coordinates, implements, and ensures successful completion of all assigned special projects, which may include regional giving days among others.
Other Responsibilities:
Develops relationships with the local and broader community to enhance support of operations for which this position is responsible.
Assists the fund development department with special events as needed.
Travels, as needed, to represent The Salvation Army to support and enhance all development programs and projects.

Performs other duties as assigned.

Materials and Equipment:
Personal Computer


General Office Equipment
Knowledge, Skills and Abilities:
Knowledge of effective and efficient methods for organizing and maintaining records and ability to perform the same.

Knowledge of the principles and practices of fund-raising management.

Knowledge of intermediate to advanced MS Office Software.

Ability to plan, develop, implement and evaluate a variety of development and fund-raising strategies in order to determine their effectiveness in achieving short and long-range goals.

Ability to maintain the security and accountability of donated funds and/or assets.

Ability to present a positive and professional image of The Salvation Army.

Ability to prepare and maintain reports in an accurate, complete and timely manner.

Ability to work independently and with limited supervision.

Ability to build and maintain effective working relationships with Salvation Army officers, employees, member of advisory organizations, and the community.

MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:
Bachelor’s degree from an accredited college or university in liberal arts or related field,

and

Three years progressively responsible experience demonstrating a record of accomplishment in development or related, 

or

any equivalent combination of training and experience, which provides the required knowledge, skills and abilities.

Certifications:
Valid Driver’s License

Raiser’s Edge Experience (preferred)

Certified Fund Raising Executive (preferred)

Physical Requirements:
Ability to meet attendance requirements.
Ability to read, write and communicate the English language effectively.

Ability to speak before small and large groups of people.

Ability to travel to various locations in order to participate in public meetings, conferences, etc.

Ability to work under the pressure of deadlines and time constraints.

Ability to apply discretion and independent judgment and exercise confidentiality.

Ability and willingness to conduct all duties in accordance with the ministry of the organization and its Christian principles; conducts all communications and job duties with the highest level of professionalism and donor care.

Duties are usually performed seated.  Sitting may be relieved by brief or occasional periods of standing or walking.

Limited amount of physical effort required associated with walking, standing, lifting and carrying light objects (less than 25 lbs.) frequently.

Working Conditions:
Work may be performed in an office environment where there are little or no physical discomforts associated with changes in weather or discomforts associated with noise, dust, dirt and the like but not limited to the office environment.  
Statement of Purpose:
This document provides descriptive information about the above Salvation Army position. Work actually performed by incumbents in this position may vary. Although this document may be used for recruiting, staffing, or career planning, the information contained herein should only be used as a guideline or recommendation for the content of and qualifications for this position. An individual’s ability to meet the qualifications and capabilities described in this document is not a guarantee of employment or promotion. The Salvation Army reserves the right to make changes to this document as deemed necessary without providing advance written notice.

All employees recognize that The Salvation Army is a church and agree that they will do nothing as an employee of The Salvation Army to undermine its religious mission.

Your signature below indicates that you have read and understand the job description and agree to perform the duties as assigned.
__________________________________




_________________

Employee Signature 







Date

