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Our Mission: It is the mission of Saint Michael’s College to contribute through higher education to the enhancement of the human person and to the advancement of human culture in the light of the Catholic faith.
Major Objectives: 
The Senior Director of Major Gifts and Gift Planning reports to the Vice President for Institutional Advancement and has responsibility for managing the fundraising staff.  The Senior Director of Major Gifts and Gift Planning will design and implement strategies to identify, cultivate and solicit financial support from various constituents.  The Senior Director will manage a portfolio of prospects and will travel regularly to solicit major gifts ($25,000+). Extensive Travel Required. 
Essential Duties and Responsibilities: 
· Manages a personal portfolio of approximately 75-100 major gift donors and prospects ($25,000+).
· Conducts personal visits with major donors and prospects, scheduling a minimum of 8-10 significant visits monthly for the purpose of qualification, cultivation, solicitation, and stewardship. 
· Manages direct reports visits and dollar goals and oversees the implementation of fundraising plans, strategies and tactics for Major Gifts, Planned Gifts, Foundation and Corporate Relations, Annual Giving and Stewardship. 
· Ensures that established metrics for fundraising are met, as well as, stretch goals.   
· Oversees tracking of fundraising initiatives to ensure that we are creating a pipeline of donors who are providing annual, major, and planned gifts to support the College.
· In collaboration with the Vice President, develops and implements strategic plan for planned giving activity; Responsible for long range strategic planning for growth of the planned giving program for significant prospects pipeline.
· Ensures that written proposals, gift agreements, and other materials needed to define, secure and document major gifts, are followed and adhered to. 
·  Effectively utilizes direct reports to maintain records of contacts with donors and prospects; analyze potential donor research materials to target appropriate givers; and tracks, evaluates and presents update of all relevant giving information to VP.
· Prepares proposals for gift solicitations that may include major, planned and annual fund gift components. Focuses on securing support for campus-wide priorities/initiatives.

· Collaborates with VP, establishes and implements short and long-range organizational goals, objectives, policies, and operating procedures; monitors and evaluates operational effectiveness; effects changes required for improvement.

· Collaborates with advancement team members to assist with prospect identification, solicitation, and stewardship activities to individuals, corporations, and foundations.
· Responsible for the hiring, managing, motivating, evaluating, and mentoring of direct reports.
· Works collaboratively with the entire campus community to create an increased emphasis on a culture of philanthropy among alumni, students and parents.
· Serves on the Vice President for Advancement’s management team; works with the VP/Advancement to oversee the implementation of the focused campaigns.
· Prepares fundraising and metrics reports for the Vice President.
· Works with Vice President on Presidential and Principal Gift Prospects and Donors to develop strategy and appropriate follow-up.
· Works to increase the Annual Fund participation from 20%.
· Accepts leadership support assignments as delegated by the VP/Advancement.
· Becomes familiar with Saint Michael’s academic and extracurricular programs and its students, faculty, volunteer leaders, alumni and others, in order to advance the College’s mission and vision.
· Adheres to IA policies regarding confidentiality of prospect information and data base integrity.
· Ensure that databases (Raiser’s Edge and others) are utilized in concert with the goals and objectives of the strategic plan and yearly work plan.
· Contributes travel and prospect recommendations for the President and Vice President for Institutional Advancement, as well as other members of senior management and the faculty as necessary, and arranges appointments.
· Prepares briefing materials and strategies in advance of these visits.
· Preforms other duties and responsibilities as may be assigned.
Secondary Responsibilities:

· Serves on campus committees as assigned
· Works together collaboratively, focusing on strengthening existing relationships and building new ones with Saint Michael’s 26,000 alumni, parents, and friends

· Makes informative or training presentations to alumnae/i groups, volunteer and board committees, staff, and others to educate the community and increase program participation in Planned Giving
Positions Supervised:

· Major Gifts Officers 
· Gift Planning Officer 

· Development Officer
Major Contacts:

· Current parents

· Parents of alumni

· Alumni

· IA staff

· Campus Offices as appropriate
· Campus Leadership


Demonstrates Excellence:

· The Senior Director will be strategically oriented, knowledgeable and experienced with major gifts fundraising, gift planning and capital campaigns, highly motivated, and a team player who is goal oriented. An experienced advancement professional who is highly regarded as a manager, leader and coach and a professional who is respected for consistently making a contribution and difference
· Shows a steadfast commitment to participating as a member of a fully integrated outreach and development team

· Has proven ability to successfully cultivate, solicit and close five and six figure gifts
· Deep knowledge of Gift Planning and noncash gifts

· Represents the College in a consistently positive light and truly enjoys working with the public

· Monitors media about trends in higher education as they relate to the economy and the role parents play

· Gathers knowledge about the history of the College and is proactive in staying current on recent campus activities

· Provides regular opportunities to close major gifts from alumni and parents for support of Saint Michael’s Fund
· Exudes a positive outlook and is willing to accept challenges and changes

· Understands the importance of building life-long relationships between the college and its alumni, parents and friends
· Has a strong understanding of prospect management
· Ability to work independently, as well as collaboratively, within a team, build effective relationships, and manage multiple projects simultaneously
Knowledge, Skills and Abilities:

· Experience with strategic and annual planning, project management and process improvement efforts is essential

· Skillful in communicating persuasively, both orally and in writing, with different external constituencies about private fund-raising in general and in particular as it applies to unit directly supervised

· The ability to empower others, to encourage and support their success, and actively participate in a comprehensive fundraising program with professionalism, sensitivity, and commendable personal values

· Ability to solve problems in a strategic and tactical manner
· Demonstrated record of meeting fundraising goals
· Demonstrated knowledge of the theories, principles, and practices of fundraising
· Understanding of segmentation and new media marketing
· Outstanding planning and organizational skills with the ability to multi-task as well as work independently and collaboratively, managing multiple projects on a deadline
Education and Work Experience:

· 6 – 8 years of experience in fundraising, preferably in higher education, with at least five (5) years of experience involving the solicitation of major gifts and/or principal gifts required and moves management systems
· Experience managing gift officers 

Analytic Skills:

· The ability to recognize several likely causes of events, analyze relationships among several parts of a problem or situation, and then formulate a multi-step response.

Language and Literacy Skills:
· Reads and interprets a wide range of information. May interpret documents to others. Regularly writes reports and correspondence. Able to shift writing style as needed for different audiences. Regularly explains policies, listens to questions, responds, and problem solves. Speaks to individuals and small groups effectively.

· Excellent organizational, interpersonal, verbal and written communication skills.

Computer/Technology Skills: 
· Proficiency in Microsoft Word, Excel, PowerPoint, Outlook, and exposure to relational databases required.
· Proficiency in fundraising databases – Raiser’s Edge experience preferred

Licenses, Certifications and Other Requirements:
· Must meet driver’s eligibility requirements as stated in the Saint Michael's College Vehicle Use Policy.
Physical Demands: 
Work is often performed in a typical office environment requiring:

· Sitting in a normal seated position for extended periods of time

· Reaching by extending hand(s) or arm(s) in any direction

· Dexterity sufficient to manipulate objects with fingers, for example operating a computer keyboard

· Communication skills using the spoken word

· Vision sufficient to see within normal parameters

· Hearing sufficient to hear within normal range

· No or very limited physical effort

· No or very limited exposure to physical risk

While performing the duties of Senior Director for Major Gifts and Gift Planning the employee must occasionally lift and/or move up to 25 pounds. 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with a disability to perform the essential functions.

Additional Requirements for the Job: 
· Availability for overnight travel as well as working evenings and weekends.
· Willingness to work the hours necessary beyond the regular schedule to complete job responsibilities, assist in staffing Reunion and Homecoming weekends, and participate at Commencement, convocations and other College events as defined by supervisor and responsibilities of this position.

The above job description in no way states or implies that these duties are the only duties performed by this employee.  The incumbent is expected to perform other related duties necessary for the effective operation of the College.
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