
JOB DESCRIPTION 
 
JOB TITLE:     Annual Giving Officer 
FLSA STATUS:     Exempt 
JOB STATUS:     Regular Full-Time 
DIVISION:     Foundation 
 
JOB SUMMARY:  Responsible for the direction, planning, implementation and evaluation of all aspects 
of the annual fund.  Manages the identification, cultivation, solicitation and recognition of annual fund 
donors.  Helps identify prospective major and planned gift donors.    
 
REQUIREMENTS: 
EDUCATION, CERTIFICATION, LICENSURE, REGISTRATION:   

1. Bachelor’s Degree 
2. Valid Arkansas Driver’s License 

 
SPECIFIC JOB DUTIES AND RESPONSIBILITIES: 

1. Responsible for all annual fund campaigns and activities including peer-to-peer, colleague, board 
and community campaigns.  

2. Responsible for the creation, implementation and analysis of the direct mail program. 
3. Manages and coordinates CARTI Kids scholarship solicitations. 
4. Oversees commemorative giving. 
5. Develops and produces communications materials for the CARTI Foundation as well as materials 

to  further the annual giving program including the e-newsletter and social media.  Manages the 
Foundation’s pages in the Perspective magazine.  Manages the content of the Foundation’s 
website pages. Coordinates with Communications & Marketing staff as needed. 

6. Based on established metrics, makes regular donor cultivation, solicitation and stewardship 
contacts.  Maintains an active portfolio of prospects. 

7. Manages, writes and submits smaller grants and solicitations that support annual CARTI needs. 
8. Develops and oversees the grateful patient program. 
9. Develops and implements an e-philanthropy program for the CARTI Foundation. 
10. Pursues and implements new activities and methods to encourage annual giving including the 

use of electronic bank drafts for contributions. 
11. Uses Raisers Edge data to identify and move donors. 
12. Develops all plans and budgets related to annual giving activities; provides regular status reports 

to President and Foundation Board of Directors. 
13. Plans and attends donor appreciation events.   
14. Participates in and helps with special events as needed. 
15. Assists with donor recognition and stewardship. 
16. Assumes responsibilities as needed in the absence of other staff. 
17. Interacts with donors, board, volunteers, patients and employees on an ongoing basis. 



18. Able to handle multiple tasks at one time in a professional manner.  Can adapt to and accept 
flexibility, change and a fast paced schedule. 

19. Requires excellent writing and organizational skills. 
20. Professional appearance, pleasant office demeanor with employees, volunteers, patients, 

donors and others. 
21. Some functions occur after normal work hours and may require all Foundation staff to be 

present. 
22. Some travel outside of central Arkansas region is required.  Some trips may require overnight 

stays. 
23. Works with all staff as requested. 

 
EXPERIENCE, KNOWLEDGE, SKILLS and ABILITIES:              

1. Two years’ experience in fund raising or related experience 
2. Specialized fund raising education may be substituted for experience 
3. Direct annual fund experience 
4. Excellent verbal and written communication skills and organizational skills are a must as is the 

ability to adapt to change and a fast paced schedule and office. 
5. Knowledge of Microsoft Office products, including Excel, is required; knowledge of Raiser’s 

Edge, Constant Contact, Photo Editor and social networking is preferred. 
6. Ability to operate a computer, printer, copier, calculator and voicemail phone system with 

accuracy and efficiency. 
 
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.   
 


