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Job Title: Senior Manager Research and 
Prospect Management 

Travel Required: None 

Department/Location: Advancement Operations Position Type: Full Time 
Exempt 

Job Description 

Job Purpose: The Senior Manager, Research and Prospect Management provides strategic guidance, analysis, 
and implementation to inform the Mines Foundation’s fundraising and prospecting efforts. Responsibilities 
include developing strategies for prospect identification and portfolio management, conducting comprehensive 
research, and collaborating with fundraising teams and leadership to report on opportunities, and providing 
background to inform strategic decisions. Reports to the Assistant Vice President of Advancement Operations. 

Compensation: The compensation range for this position ranges from $65,600/yr min to $94,400/yr max. An 
offer will be made commensurate to the candidate’s experience, education, and qualifications as they pertain 
to the duties of this position and will include an assessment to ensure internal pay equity. 

Benefits: This role qualifies for participation in the Foundation’s benefits plans. Medical, Dental, and Vision 
plans are offered and covered 70% by the Foundation. These plans may also cover dependents. Also partially 
covered by the Foundation are Short Term Disability (STD), Long Term Disability (LTD), Accidental Death & 
Dismemberment (AD&D), and supplemental Life Insurance. Additionally available are a 403(b) with contribution 
from the employer and the ability to participate in a flexible spending account (FSA). Employees may participate 
in any number of these plans not being required to participate in all of them to participate in any of them. 

Duties include, but are not limited to: 

 Responsible for providing guidance and planning for the Foundation’s fundraising donor/prospect 
research efforts with particular emphasis on pipeline support for major and planned gift development 
and solicitation as well as campaign initiatives. 

 Prepares professional in-depth individual and corporate/foundation briefings and bios and a range of 
biographical and qualifying reports as requested, using diverse resources and informational sources; 
updates prospect profiles in the database and files to keep constituent records up-to-date. 

 Supports fundraising teams in prioritizing prospect portfolios and encourages the timely review and 
assignment of newly identified prospects through recurring portfolio review meetings and 
collaborative prospect strategies. 

 Supports and participates in fundraising, pipeline and campaign meetings, providing reports and data 
reviews to enhance discussion; updates and maintains prospect management and gift chart tracking 
systems. 

 Update and maintain the CRM database system with current donor information, wealth and affinity 
ratings and research-related information. 

 Proactively identifies prospective donors by utilizing various databases, online tools, publications and 
internal resources. 

 Serve as a content expert and provides training for Foundation staff regarding access to and use of 
research information, notes, screening results; makes recommendations for storing research-related 
information in CRM keeping end-user needs in mind. 

 Manage prospect management and research subscriptions, including liaising and negotiating with all 
associated vendors. Manage the data accuracy and integrity of the wealth management database. 

 Manages research files, records and resources; proactively identifies and investigates alternative and 
new resources. 

 Keep abreast of fundraising research and prospecting trends and continually improve methodologies, 
systems, and resources. 
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 Perform various administrative tasks as related to the research and prospecting process and reporting 
needs of the organization. 

 Build a teamwork environment by coordinating efforts to meet the needs of the fundraisers. 

 Contribute to team efforts by accomplishing related tasks and special projects as requested. 

Skills/Qualifications: 

 Bachelor’s degree in related field from an accredited college or university; or equivalent work 
experience 

 Possess minimum of five (5) to seven (7) years research and prospecting experience at a university 
advancement office, fundraising or non-profit organization. 

 Knowledge of the range of resources available to prospect managers/researchers and the ability to 
apply those resources in an organized and purposeful manner, including philanthropic patterns, 
tendencies and relationships. 

 Ability to analyze and interpret complex financial disclosure documents for the purposes of wealth 
assessment (SEC filings, real property files, financial and legal disclosures, etc.) 

 Demonstrated ability to conceptualize and develop proactive prospecting methodologies to support 
organizational goals, including data mining, sophisticated constituent database queries, etc. 

 Administers an internal quality control process to ensure timely, high-quality, consistent, and reliable 
work products, consisting of first-rate content, with accurate, and impactful information and analysis 

 Comprehensive knowledge of all the latest products and systems that support sophisticated prospect 
research (LexisNexis, iWave, Research Point, FoundationSearch, etc). Proficiency using a relational or 
CRM database - preferably Advance or similar fundraising specific software system. Proficient in the 
Microsoft Office Suite, with a preference for experience with Office 365. 

 Ability to promote effective working relationships to accomplish objectives and build team support. 

 Excellent customer service skills: sets high standards and seeks ways to improve service. 

 Excellent oral and written communication skills with meticulous attention to detail and accuracy. 

 Ability to work independently and accomplish goals with minimal supervision. 

 High organizational skills with strong attention to detail. Ability to analyze problems using logic and 
initiative to reach solutions and make sound decisions. 

 Project management experience: Plans, designs, carry out projects/tasks, meeting objectives and 
challenging deadlines. 

 Proven experience in providing innovative ideas or approaches. 

 Embody the values of CSMF: mutual support, integrity, respect, service. 

 

To apply click here. 

 

Colorado School of Mines Foundation, Inc. is committed to operating fair and unbiased recruitment procedures allowing all applicants an 
equal opportunity for employment, free from discrimination on the basis of religion, race, sex, age, sexual orientation, disability, color, ethnic 
or national origin or any other classification as may be protected by applicable law. We aim to recruit the right people for the jobs we have 
to offer, and to assess applications on the basis of relevant skills, education and experience. 
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