
 
Position Description – Major Gifts/Planned Gifts Officer  

JOB TITLE:  Major Gifts/Planned Gifts Officer  
REPORTS TO:  Chief Development Officer 

 
Position Description 

 The Major Gift Officer/Planned Gifts officer is responsible for helping to achieve the JCC’s 
fundraising goals by supporting major gift initiatives and capital campaigns for JCC Denver and 
assisting in planned gift solicitations, when appropriate. This position reports to the Chief 
Development Officer and works closely with all members of the development team to advance 
the overall efforts of the JCC Denver. 

Responsibilities 

 Build and manage an active portfolio of 50-100 prospect/donor relationships by identifying, 
cultivating and soliciting prospects capable of making gifts of $10,000 or more to JCC 
Denver. 

 Manage a portfolio of qualified donors and prospects to secure planned gifts at the four, 
five, and six figure level. 

 Focus on creating long-term relationships with donors and prospects through personal 
contact and close coordination with CDO and CEO, staff and volunteers. 

 Manage the donor cycle from discovery calls and donor visits to cultivation, solicitation, 
stewardship  

 Provide ongoing relationship management to donors; track donor activity in donor 
database. 

 Create a plan for each donor that will serve as a foundational communication and marketing 
plan for each person on the caseload.  Execute that plan on a timely basis so that individuals 
on the caseload are retained and upgraded. 

 Prepare correspondence and proposals in a timely fashion. 
 Establish and achieve specific goals for face-to-face visits and personal solicitation. 
 Work across the JCC Denver to secure appropriate project information, including budgets, 

and create proposals and asks that will be used with donors on the caseload to secure gifts 
and report back on how their giving is making a difference. 

 Actively engage in a variety of cultivation, solicitation and recognition events as 
appropriate. 

 Perform additional activities related to the fundraising effort as required 

Skills and Abilities Required 

 Interest in the mission of JCC Denver. 
 Ability to build new and long-term relationships with prospects, donors and senior level 

volunteers on an enduring basis and achieve measurable financial goals; 
 Good judgment while working independently on multiple tasks and projects. 



 Positive attitude while working within the context of a team environment and a network of 
relationships. 

 Superb organizational, interpersonal and written and oral communication skills. 
 Discretion in working with sensitive information and ability to maintain strict confidentiality. 
 A proven track record in an advancement environment; 
 The ability to think at a high level about priorities; 
 The ability to think strategically and work proactively, managing competing priorities; 
 Excellent donor relations skills, with a keen sense of diplomacy; 
 Skilled at and comfortable with “cold calling”; 
 Gift Planning experience; 
 The ability to work in a fast-paced environment, prioritize and multi-task; 
 A go-getter, team player and relationship-builder; 
 Creative, resourceful, cost-efficient and intuitively driven; 
 Superior verbal and written communication skills, including public speaking; 
 Organized, detailed oriented, with strong follow through; 

Qualifications 

Education and certification: Bachelor’s degree required; CFRE preferred. 

Experience:   

 At least five years of successful fundraising experience, preferably a successful 
experience with agency having an annual budget of at least $3 million.   

 Experience in major gifts and planned gifts is desirable.  
 
TO APPLY ONLINE:  Click here. 
 

https://www.paycomonline.net/v4/ats/web.php/jobs/ViewJobDetails?job=17588&clientkey=131D8082E9A629B23D5EB4E4185F2BE7

