SPH Foundation Major Giving Officer Position Description – October 2014

	SPHF Position

Description
	Major Gift Officer 
September 2018

	Reports to
	Manager of Major Giving 


	Salary Range
	$41,000 - $61,600

	Organizational Structure
	Direct Reports:


	

	
	to SPHF Board of Directors:


	SPHF CEO

	
	to SPHF CEO:


	Manger of Finance and Operations, Managers of Major Giving, Annual Giving and Communications and Stewardship  

	
	to Manager of Finance and Operations:  
to Manager of Major Giving:
	Managers of  Database and Gift Shop, Finance and Operations Officer and Executive Assistant
Major Gift Officer, Campaign Administrative Assistant


	Position Summary
	The key function of this position is to attract new major gifts ($5,000+) to the Foundation and to maintain a close relationship with major donors. The Major Gift Officer maintains a high level of understanding of all fund raising activities for the Foundation.  This position provides a comprehensive service to the Foundation through efficient cultivation and development of the Major Gift functions. 
 

	SPHF

Background
	St. Paul’s Hospital Foundation Inc. was established in December 1982, in order to raise 
funds for expansion and improvement of St. Paul’s Hospital. Over thirty years later, our Foundation is a key component of funding projects that facilitate improved patient care, state-of-the-art-equipment, and the professional development of Hospital Staff.  Additionally, our Foundation is wholly responsible for funding various programs within our Hospital including the Spiritual Care Program, the Healing Arts Program and the Catholic Administrative Fellow. 


	Duties &

Responsibilities


	Major Giving

A successful Major Gift Officer will maintain an important balance between the four key components that comprise all major gift portfolios. These components are defined as: Identification, Cultivation, Solicitation and Stewardship.  At any given time, the Major Gift Officer will be practising each of these components in an effort to garner new gifts, steward existing relationships and grow the potential for continued and increased donations. The responsibility of the Major Gift Officer in relation to these four areas of responsibility can be outlined as such:
IDENTIFICATION

· Work collaboratively with the Manager of Major Giving and the CEO with the assistance of the Database Manager to identify potential major donors that are aligned with the mission and vision of the Foundation

· An anticipated level of independent research utilizing online tools, going through existing records, and reviewing existing donor files is necessary.
· Review donor lists from similar non-profit institutions, review local publications and survey volunteers to identify potential SPHF supporters.
· Maintain a populated and up to date list of donor prospects, and be able to clearly outline next steps in relation to the theory of moves management; principally what steps will be taken to graduate the donor to the next level of the moves management stage.
CULTIVATION 

· Establish connections with potential and existing donors to SPHF by way of continued and increasing levels of communication and interaction including letters, handwritten notes, emails, phone calls and meetings. 
· Establish opportunities to inform, update and meet with potential donors to SPHF

· Invite potential donors and existing donors to Hospital and Foundation events.
· Create and share documents that are well aligned with the donors interests and wishes to grow the potential for a gift to SPHF

· Facilitate relationships with hospital representatives and physicians associated to fund raising projects

SOLICITATION

· Create opportunities to ask for major gifts in support of SPHF and the annual list of approved fund raising projects.  A fully functioning Major Gifts Officer attracts $1 Million annually.
· Prepare and present proposals and supporting documents in line with a request of a major gift to SPHF

STEWARDSHIP

· Create opportunities for donors to meet hospital staff and physicians to hear, first-hand the positive impacts their gift will make as a part of gift proposal meetings 

· Prepare gift agreements in line with Saskatoon Health Region and St. Paul’s Hospital Foundation Donor Stewardship and Recognition Policy clearly outlining the commitment of SPHF and how we intend to engage, recognize and steward our donors. 
· Facilitate relationships with physicians, nurses and hospital staff to inform, engage and steward donor relationships 
· Maintain necessary and purpose-driven contact with major donors of immediate and future gifts
· Keep accurate and up to date files on all contacts and activities in Raiser’s Edge.  

	
	· 

	
	General

· Ensure assignments and responsibilities are carried out with promptness and integrity. 

· Meet as necessary with the Manager of Major Giving and the development team so that the team has access to up to date information at all times.

· Establish and maintain good public relations with internal and external contacts in order to reflect a positive image of the Foundation and the Hospital.

· Ensure that a high level of trust with donors occurs so that the Foundation’s Major Gift goals are met.
· Facilitate the development and execution of the annual business plan in coordination with the Manager of Major Giving and the CEO

· Treat all confidential Foundation and donor information and materials in a confidential manner.

· Communicate issues of importance or concern to the immediate supervisor in a clear and timely manner.

· Collaborate with others as required to complete assignments and support team efforts.

· Work to resolve conflicts and maintain harmony among co-workers. 

· Effectively manage assigned projects as directed. 

· Set priorities for own work and meet deadlines.

· Comply with all relevant legislation, regulations, policies and procedures. 

· Participate as an active and supportive member of the St. Paul’s Hospital Foundation staff.
· Pursue professional development opportunities on an ongoing basis.

· Ensure that the Foundation and hospital are well represented at all times.




	Continuity of

Service
	Ensure that continuity of service is maintained in the absence of the Manager of Major Giving.



	Qualifications
	The position requires post-secondary education.  CFRE designation or AHP Major Giving Certificate would be considered beneficial; however, SPHF is committed to creating a culture that facilitates professional growth and advancement. A commitment to developing the skill base required of a professional fund raiser by way of educational opportunities, student-mentor relationships with both the Manager of Major Giving and the CEO will be encouraged  



	Experience

Required
	The position of Major Gift Officer does not require direct experience in the field of fund raising; related, relationship-driven professional experience such as sales or development would be considered relevant experience. Most importantly, qualified candidates will possess an interest in developing their professional fund raising career. 


	Professional

Standards
	Commitment to professional standards and ethical guidelines set by philanthropic organizations and a commitment to the mission, vision and values of St. Paul’s Hospital.



	Skills 

Required
	· Self-motivated goals and strives to achieve goals, and ability to continue to build the Foundation’s outstanding major giving program. 
· Excellent interpersonal, communication, writing, presentation and leadership skills. 

· Ability to commence initiatives, organize and prioritize work tasks, and to function under minimal supervision. 

· Innovative and driven   
· Confidentiality.
· Strong team player
· High degree of professionalism with strong attention to detail.



	Position

Challenges:
	The major challenge of this position is maintaining a close relationship with major gift donors. The position requires regular contact with major donors of immediate and future gifts in person, by telephone and by other means of correspondence.  Additionally, this position must be an integral part of the Foundation “team”. This is a fast paced, high profile position requiring stamina to meet its demands and flexibility working with a broad range of donors. 
Care must be taken that the responsibilities for this position be limited to the major gifts aspects of the Foundation’s work.
Ability to make early morning, weekend and/or evening meetings and/or events is required.



	Job

Environment:
	The scope of this position requires regular contacts with Foundation employees, Hospital employees, volunteers, donors and stretches beyond the Foundation and the Hospital into the corporate world and the community at large. 
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