The Relatives
Job Description

Job Title:

Major Gifts Officer 
Department:

Advancement- The Relatives
Reports To:

Director of Philanthropy, The Relatives
FLSA Status:

Exempt 
Prepared By:

Director of Philanthropy 
Prepared Date:

November 2022
SUMMARY: 
The Major Gifts Officer identifies, cultivates, solicits, and conducts stewardship activities for major gifts prospects, donor, and past donors, (including individuals, corporations, and all other organizations) for annual and multi-year support of the agency in partnership with the Director of Philanthropy.  This role works closely with the Board of Directors and Executive Director to identify and secure $1,000+ annual one time and multi-year gifts primarily through the signature fundraising event, Breakfast with The Relatives.  As a member of the Philanthropy team, integrates and leverages relationships among individual and corporate donors to solicit and secure an increased number of major gifts from individuals and corporations.  Utilize research, analysis, trends, technology, communication resources, personal contacts, volunteers, and staff to create lasting relationships with individual and corporate donors.  Maintains accuracy of donor records and acknowledgement, ensuring appropriate, and adequate donor identification, cultivation, recognition, and stewardship.  Assists development team as needed.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:
	ESSENTIAL DUTIES AND RESPONSIBILITIES
	KEY PERFORMANCE INDICATORS (KPIs)

	Meet annual goals for unrestricted gifts/multi-year pledges 
	Strategize and secure 100% of the dollars yearly to meet portfolio assignment and The Relatives’ fiscal budgetary goals utilizing moves management best practices.   
Maintain minimum of 90% pledge payment.

	Establish and implement processes to achieve and maintain high levels of donor relationship, including personal face-to-face solicitation, committees, informal and formal cultivation events, which will better serve to increase awareness of The Relatives’ services, fundraising needs and to solidify stronger ties to these prospects and donors.

· Engage in continual moves management with relationships in various levels of identification, cultivation, solicitation, or stewardship at the $1,000+ level (annual or multi-year).    
· Works closely with staff and board leadership to manage prospect assignments, record contacts, and prepare board members, Executive Director and other leaders with training, materials, and strategies necessary to be successful.


	Maintain 2 in-person or phone cultivation contacts with assigned portfolio (~100 relationships) each year.  
Meet annual development plan targets for donor engagement (meetings, tours, phone calls, etc.) recorded and tracked in Raiser’s Edge.
Developing individual cultivation, stewardship, solicitation plans, defining meeting objectives, writing talking points, creating donor proposals, preparing meeting briefings, writing donor correspondence, and organizing collateral materials as needed.

	Renew portfolio of multi-year giving society donors as their pledges come to an end.
	50% of multi-year donors renew, increase, or extend their pledge.


	Leads efforts to meet ask event, Breakfast with The Relatives, pre-event goals. 

· Partners with the Director of Philanthropy and Resource Development Committee to recruit and engage table captains utilizing the Benevon model. 

· Supports event planning/logistics and serves as a senior member of the event planning team.
	Strategize and secure leadership gifts and corporate sponsorships representing roughly 1/3 of the event revenue goal. 

Meet annual development plan targets for number of engaged table captains. 

Complete and execute event logistics as defined in annual development plan including but not limited to table captain communication, venue contracts/payments, signage, and marketing needs. 

	Provides assistance with meeting ask event goals to secure new or increased multi-year giving society donors.
	50% of money raised at ask event comes from new first-time Multiple-Year Giving Society Donors                                                                                                              or existing MYGS donors who increase/extend their gift.



	Serve in a lead role for all cultivation and stewardship events targeting major donors (3x annually – Panel Discussion, Cocktails & Conversations, Caroling with The Relatives).
	In partnership with the Philanthropy team, serve in a leadership capacity for all aspects of event support including logistics and marketing.    

	Completes all mandated training.
	100% of required training will be completed within specified time frame.

	Attendance:  Has minimal occurrences of unscheduled absences or lateness
	No more than 5 unscheduled events per year


QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Bachelor’s degree in Fundraising, Communication, Marketing or Business Administration preferred.  3+ years related experience required.  Proficiency in MS Office applications and the Internet.  Raisers Edge experience highly preferred.

LANGUAGE SKILLS 

Ability to read, analyze, and interpret the most complex documents.  Ability to respond effectively to the most sensitive inquiries or complaints.  Ability to write speeches and articles using original or innovative techniques or style.  Ability to make effective and persuasive speeches and presentations on controversial or complex topics to top management, public groups, and/or boards of directors.   Excellent communicator with good follow up skills.  
MATHEMATICAL SKILLS 

Ability to work with mathematical concepts such as probability and statistical inference.  Ability to apply concepts such as frequency distribution and correlation techniques.

REASONING ABILITY 

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

CERTIFICATES, LICENSES, REGISTRATIONS 

CFRE preferred.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to stand; walk; sit; and use hands to finger, handle, or feel.  Specific vision abilities required by this job include close vision, distance vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

Employee Print Name: ________________________ Employee Signature:  
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