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CAROLINA YOUTH DEVELOPMENT CENTER 
JOB DESCRIPTION 

 
POSITION TITLE: MAJOR GIFTS OFFICER 

 
FLSA Classification: Part Time/Exempt 

 
Supervisor’s Title:  VP of Advancement 
 
OVERALL JOB PURPOSE: 
 
Responsible for developing and implementing an effective plan for securing and 
growing philanthropic support by establishing an annual and long-term fund raising and 
marketing plan strategy. Specific development responsibilities include, but are not 
limited to, an annual giving campaign, major gifts and planned gifts solicitation and 
special events. Works with the Development Department staff to reach department 
goals. 
 
Promote the spirit of teamwork, demonstrating the ability to be a good colleague, strives 
to continuously improve the quality of the agency and self; accepts cultural and 
individual differences, upholds the vision and mission of the agency and actively 
participates in agency initiatives to achieve these goals. 
 

JOB RESPONSIBILITIES: PERCENT 

 
1.  Implements a donor solicitation program that includes 
identifying new donors as well as stewarding current donors and 
moving donors from a lesser to a higher level of giving. Extensive 
communication with current and potential donors. 

 
       75% 

 
2. Works in donor database by inputting data, maintaining 
accurate records, researching constituents and running queries to 
identify and segment donor groups to provide targeted 
solicitations. 

 
        10% 

 
3. Attends networking functions to represent CYDC and establish 
relationships with potential donors and partners. 

 
10% 

 
3. Hosts volunteer groups on campus for various events and 
activities with residents. Stewards relationships with 
volunteer/donors. 

 
        5% 

 
Contacts: Extensive contact with the community with specific focus upon individual and 
corporate donors, Board members and volunteers. Has contact with all levels of staff 
within the organization. 
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Decision Making Authority:  Must be able to make effective decisions regarding 
strategies for increasing donor support of the agency.   
  
Major Challenges: 
 

1. Develop and implement a clear fund raising plan with specific targets and goals. 
2. Maintain and input consistent data into the CRM on a regular basis. 

 
 
Functional Knowledge: Knowledge of fund raising and marketing strategies. Proficient 
in the use of Raiser’s Edge, Internet and general computer skills. Knowledge of budget 
development and effective management techniques. 
 
Education and Specific Training: Minimum of bachelor’s degree in marketing, 
business or related field. Prefer individual with extensive course work/seminar training in 
fund raising.   
 
Experience:  Minimum of 3 years fundraising experience with at least 1 year of 
supervisory/management experience. 
 
Responsibility Level:  Mid-level position. 
 
 
Preparer’s Signature:  ___________________________  Date:  _____________ 
 
 
Approver’s Signature: ___________________________  Date:  _____________ 


