
 
Leadership Gift Officer 

Job Description 
 

REPORTS TO:  Senior Director of Advancement Operation 
 
SCHEDULE:  12-month position 
 
FUNCTION:  Reporting to the Senior Director of Advancement Operations, the Leadership Gift Officer 
works to secure unrestricted leadership gifts for the annual fund and builds the pipeline of future major gifts 
donors to Cheshire Academy. The right candidate will be a self-starter who, through phone calls, personal 
visits, and other meaningful interactions, will identify and qualify new prospects; cultivate, solicit, and close 
gifts between $1,794 - $25,000; and will be mindful of stewardship opportunities for all donors.  

DUTIES AND RESPONSIBILITIES: 

1. Manage a portfolio of alumni and parent donors; create strategic action plans for top prospects with 
the intent of deepening relationships on behalf of CA, leading to increased comprehensive giving 
including annual, capital, and planned gifts; 

2. Identify and qualify new leadership annual fund prospects; 

3. Collaborate with colleagues in the Advancement Office to plan and execute strategies around 
engagement and stewardship for assigned prospects; 

4. Follow the office’s prospect management policy around prospect identification and assignment, 
portfolio management, information management and data integrity; 

5. File timely contact reports after all visits and/or meaningful interactions with prospects and other 
constituents and ensure that all new data is flowing to the appropriate sources in the office.  

OTHER: 

1. Special event coverage, including some weekend and evening work is required; 
 

2. Other duties as deemed necessary by the Senior Director of Advancement Operations and the Chief 
Advancement Officer. 
 

REQUIREMENTS 

EDUCATION AND EXPERIENCE: 

1. Bachelor’s degree required; 

2. Experience in fundraising or experience in sales is preferred. 

SKILLS AND ABILITIES: 

1. Proven ability to build relationships, motivate, engage, and work with a wide variety of 
constituencies, especially alumni and parents, with a commitment to working in and fostering an 
inclusive community; 



2. Excellent verbal and written communication skills; 

3. Detail oriented, well organized and ability to manage multiple projects and priorities simultaneously; 

4. Self-starter and ability to work effectively as a team member and independently; 

5. Must be able to handle confidential information with sound judgment and discretion; 

6. Extensive domestic travel both in state and out of state is required; 

7. Knowledgeable in the use of various software applications, including Raiser’s Edge (NXT), 
Microsoft Office and Microsoft Teams. 

 

 


