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DILLARD UNIVERSITY 

JOB DESCRIPTION 

Job Title: Development Officer II – Major Gifts 

Department:  Institutional Advancement 

Reports To: Director of Development 

FLSA Status: Exempt 

Schedule:  Full-time 

POSITION SUMMARY 

Create, integrate and implement short, intermediate and long-term individual, corporate 

and private foundation major gift donor strategies with the Director of Development. 

Develop strategic funding requests based on short, intermediate, and long-term funding 

goals of the organization for target constituents. Act as primary relationship manager for 

individual, corporate, and private foundation prospects. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Manage relationships with approximately 150 prospective donors and will be

expected to identify, qualify, cultivate, solicit and steward these very important

alumni and friends of the University.

 Works collaboratively with and in support of volunteers, other development and

advancement staff, as well as other University representatives to cultivate and

solicit donors for college-wide priorities.

 Monitors all prospect contacts to ensure positive and purposeful prospect and donor

relations.

 Recommends and assists with programming involving the Vice President for

institutional advancement, other Vice Presidents, Director of Development and

campaign volunteer leaders.

 Manage a portfolio of primary prospects in a primary territory.

 Manage prospect activity in primary territories.

 Travel through a primary territory at least three times a year.

 Manage prospects in a secondary territory

 Participate in all aspects of the gift cycle: Initiate contacts with potential leadership

and major gift donors. Develop appropriate cultivation strategies for them,

including working with volunteers. Move potential donors in an appropriate and

timely fashion toward solicitation and closure. Maintain stewardship contacts with

donors; adhere to the highest ethical standards; demonstrate empathetic disposition,

and perseverance; reflect optimistic and positive attitude, and convey sensitivity to

needs of the donors

 Work collaboratively with University development and advancement officers.

Offer prospect strategy counsel to the Vice President, Development Director and

advancement staff who are managing other prospects.

 Be a resource for development/advancement staff, from identifying potential

volunteer connections to knowing meeting and event spaces in key locations.

 Focus on securing support for a set of campus-wide priorities that include academic

programs such as the sciences, endowed chairs, scholarships, unrestricted support,
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facility renovations and new facilities. 

  Perform all other duties as assigned. 

 

QUALIFICATIONS: 

 

 Bachelor’s Degree, Masters preferred. 

 Three to five years successful experience in major or planned gift fundraising 

preferably in higher education. 

 Ability to understand the needs and interests of leadership and major gift donors in 

order to develop relationships between them and the college 

 Interest in all aspects of education and a dedication to promoting the University’s 

fundraising priorities through developing excellent relationships with faculty, 

senior academic leaders, trustees, and volunteers. 

 Demonstrated leadership and the ability to successfully manage multi-functional or 

diverse areas. 

 Successful experience in making cold calls as well as developing cultivation and 

solicitation strategies. 

 Must have excellent interpersonal skills and a demonstrated record of completing 

assignments. 

 Must be a highly energetic professional with a track record of building donor 

relationships and closing gifts. 

 Must be willing to travel. 

 

 

PHYSICAL DEMANDS:  

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 disabilities to perform the 

essential functions. 

 

 

WORK ENVIRONMENT:   

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. The noise level in the work environment is usually moderate. 

 

 

HOW TO APPLY:   

Visit http://bit.ly/careersatDU and use the keyword “development” in the search 
field. 

http://bit.ly/careersatDU

