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United Way of Metropolitan chicago
Job Description 
	Job Title/Dept:
	 Manager, Planned Giving and Endowment

	Reports to:
	Director, Major Gifts and Women’s Leadership Council 


	Grade (to be completed by HR):
	

	Type of position (Double-click the box):

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 




 FORMCHECKBOX 
 Full-time                         FORMCHECKBOX 
 Regular
 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


 FORMCHECKBOX 
 Part-time                        FORMCHECKBOX 
 Specially funded
 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 





 FORMCHECKBOX 



 FORMCHECKBOX 


 FORMCHECKBOX 
 Contractor                      FORMCHECKBOX 
 Temporary
 FORMCHECKBOX 
 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


 FORMCHECKBOX 
 Intern
	Hours _37.5     _ / week

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 




 FORMCHECKBOX 


  FORMCHECKBOX 
 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


 Exempt

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 




 FORMCHECKBOX 


  FORMCHECKBOX 


 FORMCHECKBOX 





 FORMCHECKBOX 



 FORMCHECKBOX 


 FORMCHECKBOX 



 FORMCHECKBOX 


 Nonexempt

	Supervisory Responsibility

 FORMCHECKBOX 
 FORMCHECKBOX 
  FORMCHECKBOX 
 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


Yes

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 
  FORMCHECKBOX 



 FORMCHECKBOX 


No

Number of Direct Reports  _     _
	EEOC (To be completed by HR)

 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 1- Executive/Senior Level Managers     
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 2- Directors/Managers     FORMCHECKBOX 
                      
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 3- Professionals                                   FORMCHECKBOX 

 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 4- MIS/Technicians
 FORMCHECKBOX 
 FORMCHECKBOX 




 FORMCHECKBOX 


 5- Administrative Support Staff

   FORMCHECKBOX 
 

	Core Competencies

	Values                                                                                          
· Integrity 

· Collaboration
· Respect
· Diversity

	Behaviors
· Achieving Results
· Analytical Thinking/Problem Solving
· Initiative 
· Integrity
· Service Orientation  
· Cooperation


	Primary Purpose

	Reporting to the Director of Major Gifts, the Manager, Planned Giving and Endowment is responsible for building a planned giving program and identifying, cultivating, soliciting and stewarding prospective individual donors to ensure a strong base of ongoing financial support. The Manager is responsible for sustaining relationships with current major individual donors.  The Manager is also responsible for managing the Diamond Donor and Retiree segments and programs. 


	Essential Job Functions 

Major Area of Responsibility                    Percent of Time               Tasks Undertaken to Accomplish the Essential Function

	Planned Giving and Endowment
	40%
	· Lead and manage all aspects of the Planned Giving and Endowment programs.
· Identify and initiate contact with potential planned/deferred gift prospects. Solicit gifts and negotiate agreements with these potential donors and be able to bring to closure.
· Prepare and review documents for planned/deferred gift arrangements for prospective donors, containing benefits and options available.
· Maintain contacts and liaisons with other professionals in charitable giving or closely related fields, i.e. attorneys, financial planners, accountants and trust officers. 

· Develop innovative recognition opportunities, materials and events for continuity and planned gift and endowment donor stewardship.

· Coordinate the Planned Giving program across Member United Ways. 
· Maintain sufficient records, contact reports and background data to facilitate periodic reports on activities, costs and results. Establish and maintain follow –up systems. 

	Individual Donor Management
	25%
	· Manage the Individual Donor (non-workplace) Major Gifts node.
· Through personal visits and other relational approaches to fundraising, develop strategies and approaches to generate individual major gifts, which are gift of at least $10,000. 

· Cultivate prospective donors by making personal calls on donors year round to ensure a growing base of support. 

· Develop innovative recognition opportunities, materials and events for continuity and individual donor stewardship. 
· Manage the Individual Donor Major Gifts prospecting process through coordination with the President’s Office, Corporate Partnerships, Resource Development and the Major Gifts team.  

	Database Management
	10%
	· Maintain accurate and current numerical data for donors, including: goals, projections and verbally reported results.
     

	Segment Based Giving
	15%
	· Manage Diamond Donor Program.
· Manage Retiree Program.

	Events 
	10%
	· Assist in the coordination of any events related to individual donor cultivation and prospecting. 

	

	Required Qualifications
	Work Experience:  Check the box that identifies the amount
of previous work experience.

 FORMCHECKBOX 


 FORMCHECKBOX 


  FORMCHECKBOX 
 No previous experience
  FORMCHECKBOX 
 1-3 Years
  FORMCHECKBOX 
 3-5 years
 FORMCHECKBOX 


 FORMCHECKBOX 


  FORMCHECKBOX 


 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 
 5-10 Years
 FORMCHECKBOX 


 FORMCHECKBOX 
 FORMCHECKBOX 
  FORMCHECKBOX 
 10 or more years


	Education:                                            Required       Preferred

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 




 FORMCHECKBOX 
 No Educational Requirement                    FORMCHECKBOX 
   FORMCHECKBOX 
                FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
  High School Diploma/GED                    FORMCHECKBOX 
    FORMCHECKBOX 
                  FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
  Associate Degree (2 year program)          FORMCHECKBOX 
              FORMCHECKBOX 


 FORMCHECKBOX 
 FORMCHECKBOX 
     FORMCHECKBOX 

 FORMCHECKBOX 
 FORMCHECKBOX 
 Bachelor’s Degree                                   FORMCHECKBOX 
 FORMCHECKBOX 
  FORMCHECKBOX 
                 FORMCHECKBOX 
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 
 FORMCHECKBOX 
 Master’s Degree                                      FORMCHECKBOX 
   FORMCHECKBOX 
                FORMCHECKBOX 
 FORMCHECKBOX 

Describe any specific field of study:  
     

	Describe the type of experience required

	· Degree and/or combination of equivalent employment and education experience.

· Minimum of three years of workplace fundraising experience. 

· Ability to create and maintain relationships with donors and volunteers.

· Demonstrates effective communication skills both written & verbal.

· Fully proficient and experienced in latest version of Microsoft Office Environment (Word, Excel & PowerPoint, Andar a plus).

· Utilizes creative customer focused service skills to achieve desired results.



	ACCOUNTABILITY AND DECISION MAKING –What rules or procedures limit the activities and authority of this position?

	· Make decisions within the procedures and guidelines of the Resource Development department and United Way of Metropolitan Chicago.

· Understand the priorities of the area to effectively support and execute projects accordingly.     

	Note:  This job description indicates the normal type and level of work expected of the incumbent.  Incumbent may be asked to perform other duties as assigned.
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	Date      
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