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About the Position: 

The University of Memphis seeks a dynamic team member who can establish a leadership 
annual giving program through multiple channels including phone, mail, email, in-person and 
social media communications. Reporting to the Director of Annual Giving, the Development 
Officer of Leadership Annual Giving will leverage relationships with alumni and friends to build 
the mid-major donor pipeline. The Development Officer of Leadership Annual Giving will be 
responsible for the qualification, engagement, solicitation, and stewardship UofM donors who 
contribute $1,000-$5,000. The Development Officer of Leadership Annual Giving will implement 
donor pipeline management systems, hold high-touch cultivation events, and personally 
cultivate alumni as both donors and volunteers.  

The Development Officer of Leadership Annual Giving will focus their face-to-face solicitation 
outreach locally and nationally. The Development Officer of Leadership Annual Giving will be 
responsible for strategically planning such travel and projecting and managing related 
expenses. This position will travel to geographic areas as appropriate to evaluate, solicit, and 
steward prospective and current donors. 

Key Responsibilities: 
 

 Qualify, cultivate, solicit, renew and steward leadership annual gifts of $1,000 – $5,000 

from UofM alumni, parents and friends. Increase levels of financial support from a 

portfolio of approximately 100 alumni and friend while qualifying prospects for 

potential major gifts. 

 Design, develop and implement strategies to move assigned prospects through the 

donor cycle, with a particular emphasis on prospect retention, renewal and upgrades. 

Participate in the execution of events and programs in support of development 

activities. 

 Facilitate and coordinate communications which are positive interactions with prospects 

and donors, various faculty members and administrators on campus. Form collaborative 

and productive partnerships with UofM major and principal gift officers, staff and 

faculty and other members of the UofM community. 

 Meet activity and revenue goals by planning, managing and maintaining an aggressive 

travel schedule. Travel areas are domestic with a heavy emphasis in regions with a high 

alumni population. 

Qualifications: 
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Bachelor’s degree and two years of related experience. 

 


