
Job Opening: Major Gifts Officer at Huntington University 
 
MISSION STATEMENT 
The University’s mission is to develop a commitment to scholarship; educate, equip, and help 
students develop their abilities for a life of God-honoring service to others; and for personal 
fulfillment. 
  
BASIC FUNCTION: 
The officer is primarily responsible for the discovery, cultivation, and solicitation of major 
donors. The officer will work with the president, vice president, and other advancement staff to 
formulate and implement strategic approaches for the development of major donors.   
  
 QUALIFICATIONS: 
1.      Strong personal faith in Jesus Christ 
2.      3 years’ experience in fund raising, sales or goal-oriented environment is preferred 
3.      Demonstrated understanding of—and commitment to—Christian higher education 
4.      Bachelor’s degree or equivalent required. Master's degree preferred. 
5.      Flexibility to travel a minimum of 3 days per week (i.e., 60%) 
6.      Good organization and time management skills. The ability to employ self-initiative and to 
work independently while engaging in multiple tasks. Commitment to continuous process 
improvement. 
7.      Positive interpersonal skills and a team player 
8. Computer proficiency, with knowledge of Microsoft Word, Microsoft Excel, Microsoft 
Access, and advancement systems. 
9. Strong human relations, public speaking, excellent writing, and motivational skills.   
10. Proven ability to meet and exceed goals. 
11. Able to establish and maintain effective working relationships with people within and 
outside the Office of Advancement. 
12. Proven ability to exercise good, professional judgment. 
  
RESPONSIBILITIES: 
1. Appreciate and facilitate the mission, culture, and traditions of the institution. 
2. Develop an annual plan for the cultivation and solicitation of major gifts prospects, 
building and maintaining relationships with as many as one hundred and fifty individuals 
annually. 
3. With assistance from the staff, obtain research to identify major gift prospects and 
information concerning financial capability, special interests, past history and current 
connections with the institution, close friends and advisors, and financial contributions to other 
causes. 
4. Engage, as appropriate the assistance and involvement of appropriate persons –the 
President, Vice President for University Advancement, Senior Director of Development, Board 
members, other key volunteers, deans, faculty and other key University personnel. 



5. Maintain a timetable, checklist and reporting system that will show periodically who is 
in charge of the next contact for each prospect, what was the last action and what is the next 
step.   
6. Determine each assigned prospect’s status, project interest, target ask amount, and 
target ask date. 
7. Participate in prospect management meetings with staff, administrators and volunteers 
to keep attention focused on the progress of the major gift effort. 
8. Represent the University at public functions and events, including social gatherings that 
may provide direct contact with donors. 
9. Develop and carry out appropriate recognition and involvement of major donors. 
10. Exhibit aptitude for working in a team context and accepting responsibility for the 
success of one’s colleagues as well as one’s own success. 
11. Accept other projects and duties as assigned. 
12. Regular travel required to complete an average of 15 prospect visits a month.   
  
Apply online at:  https://www.huntington.edu/human-resources/employment-opportunities 
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