
 

 

   JOB DESCRIPTION     
 

Major Gift Officer   1/16/23 

 

JOB TITLE: Major Gift Officer    DEPARTMENT: Philanthropy 

REPORTS TO:  Executive Director     CLASSIFICATION:  Exempt 

SUPERVISES: Special Events Assistant   SALARY RANGE: $58,000 to $65,000 

____________________                      _________________________________________________________ 
 

 

Basic Qualifications 
 

Education:   A bachelor’s degree from an accredited college or university. 

 

Skills:    The Major and Planned Giving Officer must possess and develop an affinity to Phoebe’s 

mission to enrich the lives of our seniors, their families, and the communities we serve. 

This individual must have effective communication skills, (writing and speaking) to 

make individual and group presentations to prospective donors and must be a good 

listener.  He/She/They must have experience in or the ability to learn the technicalities 

of fundraising, including special events. He/She/They must have strong interpersonal 

skills to develop and maintain relationships with internal and external constituents, in 

particular Phoebe’s corporate sponsors. He/She/They must understand donor databases, 

preferably Raiser’s Edge, and will regularly deal with confidential data.  
 

Experience: Minimum three to five years' experience development, fundraising, or related position  

preferred. 

  

 

General Responsibilities 
 

The primary responsibility of the Major Gift Officer is identifying, cultivating, and soliciting donors and 

prospects on a continuing basis consistent with the fundraising goals of the Office of Philanthropy and the 

organization. The Officer conducts personal meaningful connections to gather information to help with 

relationship building, moving donors through the pipeline, and supporting Phoebe’s overall major gift 

efforts, with a special focus on Phoebe’s fundraising events. The Major Gift Officer works closely with the 

Executive Director of Philanthropy and fosters strong relationships with Phoebe donors, employees and 

volunteers. This individual is responsible for special event fundraising through sponsorships, gifts and 

attendance.  

 

 

Essential Duties 
 

1. Arranges and conducts 10-15 meaningful connections with prospects and donors each month through 

face-to-face visits, phone calls, or other means that allow for quantifiable movement toward 

prompting philanthropic support. Utilizes Raiser’s Edge to document contacts and activities. 

 

2. Identifies, researches, cultivates and solicits major gift prospects, including but not limited to, special 

events; recommends and implements cultivation and solicitation strategies for individual prospects, 

administration, staff, and volunteers, as appropriate. Communicates and collaborates with 

philanthropy team members to help integrate major gift efforts into overall fund development 
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program.  

 

 

3. Coordinates and runs Moves Management meetings and makes recommendations for advancing 

donors through the solicitation cycle. 

 

4. Works to secure high-level event sponsorships and for Phoebe’s signature events including the 

annual Un-Gala and Golf Tournament and the Phoebe Institute on Aging (PIA) Conference. 

Conducts regular event committee meetings for the annual Golf Tournament and the PIA Un-Gala, 

and with the Special Events Assistant, prepares and distributes meeting agendas and materials, 

executes follow-up between meetings and communicates internally and externally to build stronger 

relationships. 

  

5. Manages event expenses and coordinates participants and volunteers to ensure successful, organized, 

and polished events. 

 

6. With the Donor Relations Coordinator, serves as a liaison to the Century Circle and the 1903 Club, 

Phoebe’s leadership and consecutive years’ giving societies, including stewarding members and 

developing strategies to increase membership. With the Donor Relations Coordinator, serves as co-

manager for the annual Employee Campaign. 

 

7. Represent Phoebe Ministries at community events and participates in Philanthropy supported events. 

 

8. Completes annual compliance and HIPAA training and exhibit behavior as set forth by the 

Phoebe Ministries Code of Ethics and Business Integrity in the performance of their duties.  
 

a) Adheres to the Organizations Policies and Procedures regarding the Compliance Program of  

       the organization and is timely in reporting any possible concerns. 

b) Follows all local, state, and federal regulations as they pertain to their position. 

c) Follows standard/universal precautions 

d) Attends all corporate mandatory in-service training programs and required  

 

9. All Supervisors are accountable for their own performance as well as the performance of their direct 

reports and are accountable to: 
 

a) Frequently and clearly communicate and reinforce corporate/department goals and  

       individual job performance expectations and hold direct reports accountable to achieve 

them 

b) Create coaching and development relationships with direct reports. Routinely provide  

       performance feedback  

c) Provides positive feedback and constructively address performance problems in real 

time.  

       Performance feedback must address technical/skill competency, behavioral/values  

       competency and future development. 

d) Communicates and supports Phoebe’s Mission, Vision, Values and desired future culture  

e) Assists in the selection, orientation, and training of new personnel as appropriate.  

f) Organizes, schedules, and distributes work among assigned personnel; verifies time 
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worked. 

 

10. Performs all other duties as assigned. 

 

 

 

Link to apply online: https://phoebeministries.applytojob.com/apply/O1cQGAgC6l/Major-Gifts-

Officer?referrer=20230117195959CW2OUVR0IMMC7CK9 
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