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United Way of Metropolitan chicago
Job Description 
	Job Title/Dept:
	Major Gifts Officer

	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, Major Gifts and Women’s Leadership Council, the Major Gifts Officer (MGO) coordinates and manages the cultivation, stewardship and solicitation of major donors (Tocqueville Society $10,000+) and prospects in workplace and non-workplace sectors as assigned and leads the organization’s work related to growing individual donor engagement and support. 
The MGO will develop and implement a plan to expand individual financial support from across the Chicagoland region, with a focus on securing and expanding major donors and new business opportunities from the South-Southwest Region. The Major Gifts Officer also works closely with the United Way/Philanthropic Partnership team at assigned organizations and works directly with volunteers to ensure Tocqueville donor growth and retention. 


	Essential Job Functions 

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

	Major Gifts
	65%
	· Responsible for prospecting, cultivation and stewardship of new Tocqueville Society donors for United Way. 

· Retains and grows revenue to achieve annual and multi-year goals for individual Tocqueville Society giving. 

· Develops and implements strategic plan to expand individual donor support. 

· Prepares Tocqueville donor and Planned Gifts, prospect information for CEO calls and/or other Tocqueville solicitations. 

· Coordinates with Resource Development staff and the Major Gifts team for integration of Major Gift’s strategies into all fundraising/investment partnerships for United Way. 

· Cultivates relationships with community and corporate Tocqueville volunteers. 
· Manages a portfolio of donors and prospects
· Conducts face to face meetings and solicitations with individuals and groups when appropriate.

· Writes, edits and maintains necessary Major Gifts' information in all appropriate organizational communications; including internal/external publications, key market segmentations and other special initiatives. 
· Interfaces with SSW board, where applicable.

· Works closely with key volunteers, campaign cabinet and endowment committees, where applicable. 

	Women’s Leadership Council
	15%
	· Continue to develop and manage all aspects of the Women’s Leadership Council 
· Prospect, cultivate and steward WLC members

· Coordinate  with metro to ensure SSW WLC is part of the region-wide effort 

	Events 
	10%
	· Coordinates events in conjunction with donors, corporate accounts and initiatives that they manage.
· Works collaboratively with the full Major Gifts team to support team-based events.      

	Database Management
	10%
	· Maintains accurate and current numerical and contact data for donors.


	Required Qualifications

	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:  
     

	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


	Describe the type of experience required

	· Degree and/or combination of equivalent employment and education experience.
· Minimum of three years of fundraising experience. 
· Demonstrated ability to secure individual gifts of $10,000 or more.
· Ability to create and maintain relationships with donors and volunteers.

· Demonstrates effective communication skills both written & verbal.
· Successful experience in making cold calls as well as developing cultivation and solicitation strategies.
· 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 Individual &Major Gifts 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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