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ABILENE CHRISTIAN UNIVERSITY 

Job Description 

 

Position: Advancement Officer (Field-based position based in Abilene or Dallas-Fort Worth metro 

area to serve primarily the greater Dallas-Fort Worth metro area of Texas) 

 

For the purposes of ACU’s Background Check and Self-Reporting Policy, this position is classified as 

security sensitive. 

 

Exempt/Full time 
 

The key principles of this job are to: 

1. Support ACU’s mission: Educate students for Christian service and leadership 

throughout the world. 

2. Support ACU’s current strategic plan and advancement (fundraising and alumni relations) 

priorities related to that strategic plan, including specified projects, initiatives and/or 

campaigns. 

 

Scope: Responsible to the Vice President for Advancement and the designated supervisory 

Advancement Officer (currently the Houston-based Advancement Officer) for identifying, cultivating, 

soliciting and stewarding current and prospective major gift donors to the University. 

 

I. Basic Responsibilities: These are the primary functions of the job. 

 

A. Identify, cultivate, solicit and steward current and prospective major donors to encourage 

new, increased and sustained contributions to key programs, projects and priorities across all 

areas of the University. 

 

B. Develop and implement – in collaboration with other advancement officers and 

advancement leadership – strategic annual plans to achieve specified goals for 

prospect/donor visits and contacts, proposals and new commitments primarily focused 

on high-end, leadership annual gifts and five-figure and above major and planned gifts. 

 

II. Essential Duties include the following. Other duties may be assigned. Reasonable 

accommodations may be made to enable individuals to perform the essential functions. 

 

A. Prospect Management 

1. Manage a prospect portfolio of 100-125 active major gift prospects (cultivation, 

solicitation and stewardship) within assigned region, as well as a qualification pool 

of 50-75 prospective major gift prospects.  

2. Conduct 180-200 personal visits annually with established and potential major gift 

prospects in assigned region.  

3. Meet established performance metrics related to visits, contacts, proposals, new gifts 

and commitments, and newly qualified prospects.  

4. Manage prospect information within the ACU prospect management database 

(currently Ellucian CRM), including obtaining necessary information regarding 

potential major donors, entering contact reports, entering proposal activity and 

updates, maintaining and updating prospects, as well as gathering additional 

information to update the database. 
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B. Strategic Planning 

1. Develop and manage strategic plans for all qualified and assigned major gifts 

prospects to determine constituent interest and to move assigned prospects toward 

solicitation and to manage stewardship after the gift. 

2. Develop strategies for contacting qualification prospects to determine their major 

gift potential and recommend assignment to a major gift portfolio, annual giving 

portfolio or assignment as a non-prospect.  

3. Perform periodic annual reviews of assigned prospects to ensure a focused and 

effective portfolio.  

4. Identify individuals (university staff, alumni and friends) who will serve as 

natural partners to cultivate and solicit prospects. 

5. Create opportunities to network in region to engage prospects, gather referrals and 

increase the visibility of ACU in local communities.  

6. Attend key university events in region, in Abilene, and in strategic national locations 

as appropriate.  

7. Help plan, staff and execute regional fundraising or alumni focused events and 

activities. 

8. Coordinate with regional and Abilene-based admissions professionals to make 

recommendations of prospective students, plan and attend events that combine 

alumni and prospective students, and identify/cultivate VIP parents.  
 

III. Professional Development Requirements: 

 

A. Skills 

1. Ability to work independently, exercise good judgment and make decisions with 

minimal guidance and oversight 

2. Personal integrity and demonstrated commitment to high standards and attention to 

detail. 

3. Demonstrated leadership, enterprise, and creativity skills, with the ability to work 

effectively with volunteers, colleagues, faculty and students.  

4. Ability to listen intently, and communicate persuasively and effectively. 

5. Maintain a working knowledge of basic computer software programs, primarily word 

processing programs, and Google and/or Microsoft Office program suites. 

6. Maintain a broad knowledge of the university’s CRM database. 

7. Maintain a broad knowledge of events surrounding the university as well as a broad 

knowledge of the university’s goals. 

8. Effectively manage office, travel time, budget responsibilities and performance goals. 

9. Display creative, critical thinking skills. 

 

B. Training Modules Required 

1. Maintain involvement with certain professional organizations such as NSFRE, 

CASE, AFP, etc., and attend periodic training seminars. 

2. Attend computer software training as deemed necessary. 

3. Learn the Concur system for managing travel expenses. 

4. Participate in management and organizational skills workshops as deemed 

necessary. 
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IV. Qualifications 

 

ACU is affiliated with the fellowship of the Church of Christ. This position requires the 

employee to be a professing Christian and to be willing to support the Christian mission of 

ACU. 

 

A. Professional 

1. Bachelor’s degree or greater. 

2. Experience in fundraising, sales, business or a similar field that requires leading 

prospects to a positive decision. Three to five years of major gift fund raising 

experience preferred. 

3. Self-motivated, entrepreneurial attitude. 

 

B. Personal 

1. Display the ability to communicate persuasively and effectively, both orally and in 

writing. 

2. Display strong interpersonal relationship skills. 

3. Display strong organizational skills. 

4. Display neatness in appearance. 

 

V. Physical Demands 

A. Endure all demands associated with frequent travel such as extended driving time and 

numerous days and nights away from home. 

B. Endure demands resulting from significant time spent researching and writing, 

primarily on a computer. 

 
 

I understand that our mission at Abilene Christian University is to educate students for 

Christian service and leadership throughout the world. Because of ACU’s commitment to this 

principal and my commitment to God, people and learning, my actions will exemplify integrity, 

service, stewardship, involvement, and excellence. 

 
 

Employee signature:   Date:   
 

 

Supervisor signature:   Date:   


