
CARTI, Inc. 
 

JOB DESCRIPTION 
 
JOB TITLE:     Major Gifts Officer  
FLSA STATUS:     Exempt 
JOB STATUS:     Regular Full-Time 
DIVISION:     Foundation 
DEPARTMENT:    98 - Foundation 
REPORTS TO:     Executive Director, Foundation 
SUPERVISES:   No 
EFFECTIVE DATE:    August 25, 2020 
SAFETY SENSITIVE:   Yes 
 
JOB SUMMARY:  The Major Gifts Officer is responsible for implementing strategic plans for the growth 
and success of the major and planned giving programs. Researches, identifies, cultivates, solicits and 
stewards prospects and donors for major gifts. Prepares comprehensive budgets for the major and 
planned giving programs. Provides all necessary information to the Executive Director for 
communication with the CARTI Foundation Board of Directors regarding major and planned gifts. Must 
work cooperatively with staff, Board and volunteers at all levels of the organization and accept and 
support the mission and values of CARTI, maintain confidentiality, comply with policies, federal and 
state regulations and maintain a safe working environment.   
 
SPECIFIC JOB DUTIES AND RESPONSIBILITIES: 
1. Assists with the planning and implementation of all aspects of major gift solicitation. 
2. Conducts face-to-face cultivations and solicitations. 
3. Interacts with donors, prospects, board members, volunteers, patients, CARTI physicians and 

colleagues on an ongoing basis. 
4. Maintains a portfolio of donor prospects.  Makes and reports on regular contacts with prospects. 
5. Adheres to metric standards and goals as defined by the CARTI Foundation.  
6. Uses donor database to identify and upgrade prospects and donors and to record and manage 

process. 
7. Assists with donor recognition and stewardship. 
8. Trains and involves board members, volunteers and key colleagues in the prospect identification 

and solicitation process as needed. 
9. Prepares written correspondence and proposals. 
10. Prepares plans, reports and budgets as needed. 
11. Plans and attends donor appreciation events. 
12. Participates in CARTI and other events where donors or prospects may be present. 
13. Assumes responsibilities as needed in the absence of other colleagues. 
14. Is able to handle multiple tasks at one time in a professional manner.  Can adapt to and accept 

flexibility, change, and a fast pace schedule.  
15. Professional appearance, pleasant office demeanor with employees, volunteers, patients, donors 

and others. 
 



16. Some functions occur after normal work hours and may require all Foundation staff to be present. 
17. Some travel outside of central Arkansas region is required.  Some trips may also require overnight 

stays to call on prospects/donors or to attend educational conferences. 
18. Works with all staff as requested. 
19. Other responsibilities related to specific skills and experience may be assigned.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

1. Participate in continuing education/training activities including monthly online training. 
2. Maintain a clean, neat, and safe environment for patients and staff. 

a. Ensure that supplies and equipment are stored in an organized and efficient manner. 
b. Demonstrate correct and safe technique in the use of equipment according to specific 

product information. 
c. Follow appropriate procedure for obtaining and returning or cleaning/disposing of 

equipment and supplies. 
d. Participate in economical utilization of supplies and ensure equipment is maintained in a 

clean and safe manner. 
3. Assist patients, family members or other clients with concern and empathy; respect their 

confidentiality and privacy and communicate with them in a courteous and respectful manner. 
4. Answer and refer telephone calls or other inquiries to ensure accurate and timely 

communications are facilitated. 
a. Identify yourself in a pleasant and positive manner. 
b. Take responsibility for helping the caller. 

5. Assist in the orientation/training for new team members. 
6. Assist other team members in the performance of their assignments. 

a. Seek out opportunities to help rather than waiting to be asked. 
b. Consider the impact of your actions on team members throughout CARTI. 

7. Take directions and initiate actions (cross/additional training) that will allow the assumption of 
cross-functional duties to ensure seamless workflow. 

8. Demonstrate flexibility to perform duties wherever deemed necessary. 
9. Demonstrate ability to handle emergency situations in a prompt, precise and professional 

manner.  
10. Demonstrate sound judgment by taking appropriate actions regarding questionable findings or 

concerns. 
a. Investigate and follow through on unusual orders or requests for service or information. 
b. Follow proper reporting procedures for actual or potential accidents and/or incidents so 

follow up and/or prevention can occur. 
c. Record/report the need for service maintenance or repair of equipment and remove any 

faulty equipment from service. 
11. Consistently evaluate work and determine if further steps are needed to meet client 

expectations. 
a. Take initiative to do to redo inadequate or incomplete work, even if it is not yours. 

12. Ensure compliance with regulatory standards. 
13. Consistently demonstrate ability to respond to changing situations in a flexible manner in order 

to meet current needs, such as reprioritizing work as necessary. 
14. Minimize non-productive time and fill slow periods with activities that will enable you to 

prepare to meet the future needs of the company (education, organizing, housekeeping, 
assisting others). 



15. Organize job functions and work area to be able to effectively complete varied assignments 
within established time frames. 

16. Consistently demonstrate ability to take the initiative to make decisions/choices without direct 
supervision. 

17. Adhere to Administrative and departmental policies. 
18. Ensure that the company is operated in an efficient and cost effective manner by adhering to 

CARTI attendance policies as documented in the division’s Attendance Policy. 
19. Demonstrate regular attendance and timeliness. 
20. Do not incur excessive overtime. 
21. Remain conscientious in regard to personal hygiene. 
22. Demonstrate adherence to the company Dress Code Policy 
23. Comply with policies and procedures concerning safety. 
24. Comply with the company’s infection control policies and procedures including Body Substance 

Isolation (BSI) and the Exposure Control Plan which reflects OSHA Blood borne Pathogens 
Standard to ensure a safe working environment for self and others. 

25. Demonstrate knowledge and understanding of all policies and procedures and ability to 
reference them from appropriate sources. 

26. Demonstrate adherence and support of company-wide service standards as evidenced by 
observation and feedback from patients, family members, and other clients. 
 

OTHER JOB REQUIREMENTS:  Will require occasional travel and participation in night and weekend 
events. 

 
SUPERVISORY RESPONSIBILITY:  None 
 
EDUCATION, CERTIFICATION, LICENSURE, REGISTRATION:   

1. Bachelor’s degree in non-profit management, business, marketing, communications, public 
relations, accounting, law, or other similar field of study, required. Master’s degree or equivalent, 
preferred 

2. Current Certified Fund Raising Executive (CFRE) Designation, preferred 
3. Current Arkansas Driver’s License, required 

 
EXPERIENCE, KNOWLEDGE, SKILLS and ABILITIES:    

1. Minimum 5 years of development or equivalent work experience required, with 3 years of major 
gift experience preferred.  

2. Knowledge of non-profit organizations and the specific resources development/fundraising 
techniques relevant to that environment. 

3. Demonstrated annual and major gift experience including direct donor contact with documented 
fundraising outcomes. 

4. Knowledge of and/or training in planned giving is highly desirable. 
5. Successful experience working with boards and volunteers, writing gift proposals and speaking to 

groups is preferred. 
6. Successful leadership and staff development is preferred. 
7. Self-motivation, excellent verbal and written communications skills and organizational skills are 

necessary as is the ability to adapt to change and a fast paced schedule. 
8. Knowledge of Microsoft Office is a must; Raisers Edge software is preferred.  
 

REASONING ABILITY: 



1. Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists.  

2. Ability to interpret a variety of instructions furnished in written, oral, or schedule form. 
 
INTERPERSONAL SKILLS: 

1. Must interact and communicate both verbally and in written form. 
2. Must interact and exchange information regarding patients with physicians and other 

departmental personnel, and outside agencies on a frequent basis while respecting the 
confidentiality of patient information. 

 
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.   

1. While performing the duties of this job, the employee is regularly required to talk or hear.   
2. The employee regularly is required to stand, walk, sit, use hand to finger, handle or feel objects, 

tools, or controls; and reach with hands and arms. 
3. Specific vision abilities required by this job include close vision and the ability to adjust focus. 

 
WORK ENVIRONMENT: 
The work environment described here are representative of those an employee encounters while 
performing the essential functions of this job.  This position involves potential exposure to infectious 
diseases.  Team members are offered appropriate vaccinations and safety training. 
 
COMMENTS: 
This description is intended to describe the essential job functions, the general supplemental functions 
and the essential requirements for the performance of the job.  It is not an exhaustive list of all duties, 
responsibilities and requirements of a person so classified.  Other functions may be assigned and 
management retains the right to add or change the duties at any time.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions of the job. 
 
This position is a Safety Sensitive Position.  The essential functions, physical demands, and mental 
competencies of this job require the employee maintain the ability to work in a constant state of 
alertness in a safe manner.  
ACKNOWLEDGEMENT AND APPROVAL: 
 
 

Employee           Date 
 
 

Supervisor           Date 
 
 

Human Resources          Date 


