
 
Norfolk Academy  

Major Gifts Officer 
 

The Director of Major Gifts identifies and secures leadership gifts for the school’s annual giving 
campaign, The Academy Fund.  Securing major or leadership gifts should occur not only within the 
context of strategic initiatives and goals but also as a result of: 

● Highly personalized and individualized donor engagement and stewardship, based on 
thoughtfully and discretely tailored action plans 

● Donor research, analysis, and rating practices 
● A nuanced yet clearly trustworthy system of prospect management 

 
RESPONSIBILITIES: 

1. Oversee and manage all aspects of the major gifts program; supervise annual gifts of $5,000 
and more and multiple-year commitments beginning at $25,000 

2. Identify 400 new prospects, many of whom will be giving at leadership levels of The 
Academy Fund, and coordinate a portfolio of prospects for frontline fundraising staff  

3. Maintain and manage a personal portfolio of 250 major and planned giving prospects and 
proactively develop and implement individualized solicitation plans  

4. Report bi-monthly progress regarding personal visits, solicitations, and dollars raised vis a vis 
larger annual goals 

5. Serve as liaison with Development Committee to identify major gift prospects and develop 
strategies to facilitate the personal solicitation of prospects by committee members 

6. Help prepare marketing materials, including brochures, articles, and presentations to 
promote the concept of major giving to Norfolk Academy 

7. Maintain prospect management and outcomes on donor records in Raiser’s Edge database 
8. Promote a collegial atmosphere within the development department, working cooperatively 

with all fundraising professionals regarding information and strategy to help attain financial 
and programmatic goals 

 
QUALIFICATIONS: 

● Bachelor’s degree and five years of major gift fundraising experience 
 
   



REQUIRED SKILLS: 
● Tactfulness and diplomacy in dealing with constituents at all levels; ability to inspire the trust 

of others; clear and strong sense of integrity; understanding and embracing of the values and 
mission of Norfolk Academy 

● A broad and deep knowledge of fundraising principles and successful development 
programs; demonstrated ability to develop strategies that help achieve departmental and 
institutional goals 

● Ability to maintain a flexible work schedule, including travel, and occasional evening and 
weekend commitments 

● Excellent communication, presentation, computer, and database skills 
 

Norfolk Academy is an Equal Opportunity Employer and fully subscribes to the principles of Equal Employment 
Opportunity. Applicants and employees are considered for hire, promotion, job status and all other personnel actions 
and conditions of employment without regard to race, color, religion, sex, marital status, national origin, age, genetics, 
physical or mental disability, or any other categories protected by law where otherwise qualified for the subject position.  
 
To apply, please submit resume and cover letter to Grayson Bryant, Assistant Headmaster for 
Development, gbryant@norfolkacademy.org.  
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