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The George Washington University is an Equal Opportunity/Affirmative Action Employer. 

 
           This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this title and shall not 

be construed as declaring what the specific duties and responsibilities of any particular position shall be.  It is not intended to limit or in any way modify the right of any 

supervisor to assign, direct, and control the work of employees under his/her supervision.  The use of a particular expression or illustration describing duties shall not be 

held to exclude other duties not mentioned that are of similar kind or level of difficulty. 

CLASSIFICATION DESCRIPTION 

THE GEORGE WASHINGTON UNIVERSITY 

 

Issued:    03/05 FLSA:         Exempt 

 Occ. Cat:    01 

Supersedes:  Director of Development, The Gelman Library System (Issued 

04/01) 
Code:          09BB  

 Grade:        24 

  

Title:   Director of Advancement, The Gelman Library 
System 

Department or School: 

Advancement and Alumni Affairs 

 
BASIC FUNCTION AND RESPONSIBILITY 
 

To work with the University Librarian and the Associate University Librarian in the identification, cultivation, and solicitation 
of major gifts for The Gelman Library System. 
 
CHARACTERISTIC DUTIES AND RESPONSIBILITIES 
 
1. Works with the University Librarian, Associate University Librarian and the University’s Advancement Office to identify 

priority needs for major gift support. 
2. Works with the University Librarian, Associate Librarian, and the University’s Advancement Office to identify major gift 

prospects related to The Gelman Library System. 
3. Works with the University Librarian, Associate University Librarian and the Vice President for Advancement & Alumni 

Affairs to establish programs for the cultivation of identified major gifts prospects, including visits by the University 
Librarian, Associate University Librarian or appropriate Gelman Library System staff members to social events, 
advisory boards and other efforts. 

4. Makes personal calls, with the University Librarian or others, to solicit major gifts for The Gelman Library System. 
5. Serves as a senior member of the University’s Advancement Office staff and coordinates with other academic affairs 

advancement officers on prospect assignments and fund-raising strategy. 
 

SUPERVISION RECEIVED  
 
Administrative supervision is received on an as-needed basis from the Associate Vice President of Advancement, School 
Programs.   Functional supervision is received from the University Librarian and the Associate University Librarian for 
Administration, Development and Personnel with regard to the priority needs for which support is to be solicited.    
 
SUPERVISION EXERCISED  
 
Administrative and functional supervision is exercised over the staff of The Gelman Library System Development Unit. 
  
ENTRY-LEVEL QUALIFICATIONS  
 
A Bachelor's Degree in Business Administration, Marketing (or a closely related field), or an equivalent combination of 
education, training and experience is necessary.    An advanced degree is preferred. 
 
A minimum of six years of fund-raising experience in major gifts and board development is necessary. 
 
Experience in writing grant proposals is desirable. 
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General Description:

The role of the Sr. Associate Director of Development is to represent the Sheridan Libraries while 
establishing and managing effective relationships with major gift donors.  In this role, the Sr. Associate 
Director will serve as a major gifts fundraiser, identifying, soliciting and stewarding major gifts prospects. 
These prospects will primarily include individual donors who are capable of making gifts of $25,000 or 
more. 

Duties include: effectively represent the case for support of the Sheridan Libraries, manage a 
mixed (discovery through stewardship) portfolio of approximately 125 major gift prospects per year; 
manage 10-12 prospect visits/month; raise on average $3M+ annually from major gift prospects; work 
collaboratively with colleagues in the Sheridan Libraries, other divisions, central development, trustees, 
volunteers, deans, faculty and senior administration to plan and implement fundraising strategies 
to meet campaign goals; manage the scheduling and arrangement of on-site and off-site meetings, 
luncheons, tours, visits, etc. with major gift prospects, manage the stewardship program for all major gift 
donors; responsible for utilizing the prospect data systems for prospect management.

Qualifications:

Bachelor’s degree with minimum of 5-7 years of related experience with demonstrated success in 
closing major gifts and individual solicitations; must be highly motivated, goal-oriented self-starter 
who is comfortable with both qualitative and quantitative evaluation; must have strong oral and 
written communication skills and computer skills; able to manage multiple projects simultaneously 
and effectively; able to make independent decisions and use keen judgment, and work as part of an 
effective team securing the success of the library’s development and alumni relations program.
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THE UNIVERSITY OF MANITOBA
POSITION DESCRIPTION QUESTIONNAIRE

GENERAL INSTRUCTIONS

Complete all sections of the position description and type or print the final version. Use words that apply to both genders.

Contact the Human Resources Department if you need assistance.

SECTION 1. IDENTIFICATION

NAME OF INCUMBENT: ______________________________________________

PRESENT CLASSIFICATION (IF KNOWN): ______________________ ______________________________

TITLE OF POSITION: Libraries Major Gifts Officer (full-time, permanent) _______

ADDRESS OR LOCATION OF POSITION: Elizabeth Dafoe Library / Frank Kennedy Center__________

DEPARTMENT OR UNIT: University of Manitoba Libraries / Department of Development

NAME AND TITLE OF PERSON

SUPERVISING THIS POSITION: C. Presser, Director of Libraries / M. Hamilton, Dir. of

Development

The Libraries Major Gifts Officer will report directly to the Director of Libraries regarding the achievement of the

strategic fundraising plan and priority of work and will have development work overseen by the Director of Development.

Will also receive guidance on development methodologies and related University of Manitoba policies/procedures and on

accessing resources and professional development from the Department of Development.

SECTION 2. SUMMARY

This section is intended to be a capsule summary of the position and its relationship to the work unit in which it is located. Therefore, you may wish to
complete it after completing Section 3.

A. THE UNIT (Briefly indicate the size, purpose and goals of the Faculty/School, Department and Unit. Start with Faculty or Unit; then move
to immediate work unit. Include sizes of budget, staff, students, etc.)

The Department of Development at the University of Manitoba has the responsibility to support the University of Manitoba

in fulfilling its academic, research and institutional aspirations by acquiring private funding from corporations, foundations,

faculty, staff, students, alumni and individual donors as well as non-operating government support. University procedures

provide that no fundraising project can be undertaken by a unit/Faculty/School without the knowledge and approval of the

Department of Development. The Department of Development works in close collaboration with the Director of Libraries in

this regard.

The University of Manitoba Libraries consist of eleven unit libraries on the Fort Garry Campus and one on the Bannatyne

Campus, as well as nine satellite libraries. Together they contain over 2,000,000 volumes, subscribe to 9,000 serials, hold a

variety of materials in microform and multimedia formats and provide access to both local and remote databases. The

University of Manitoba Libraries continues to move forward in fulfilling its vision of being recognized as an essential

resource for information within the university and the Province of Manitoba, providing an environment which fosters

scholarship, creativity and learning. The Libraries objective is to support the university’s teaching and research agenda by

developing the collections, both print and electronic and provide access to the collections through technology and services in

all of the libraries. The Departments of Development and Advancement Services support the development needs of all

University of Manitoba Libraries.
Page 1 of 6
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The University of Manitoba’s Department of Development oversees the following programs for all faculties, schools and

Libraries:

• Annual Giving Program: The Annual Giving Program solicits gifts annually from alumni, faculty, staff, parents,

students, friends and businesses. These gifts help to provide scholarships and enhance programs beyond what can be covered

through operating grants and tuition fees, and are the foundation to the university’s development program. The current AGP

is responsible for approaching alumni of the University of Manitoba, parents of student currently attending the university and

current university faculty, staff and students. Phone, mail, a combination of phone/mail, and peer-to-peer approaches are

used.

• Planned Giving Program: Planned Giving is the process of designing charitable gifts so that the donor realizes

philanthropic objectives while maximizing tax and other financial benefits. Such gifts tend to involve the transfer of

accumulated assets that have been earned or acquired over a lifetime. For that reason, they usually require the donor’s careful

consideration of how the transfer of a gifted asset will affect his/her current financial planning and estate planning, so they are

not spontaneous. These gifts may be deferred or outright. The most common deferred gift arrangements are bequests. Donors

may also support the university through gifts of property, annuities, life insurance and charitable remainder trusts. The

process necessarily involves consideration of the effect of various gift options on the donor’s income and tax position and

therefore professional advice is required in most cases.

• Major Gifts: Major gifts are solicited on a peer-to-peer basis. Potential major donors are identified, researched and

cultivated, and then a solicitation is made by a volunteer and/or representative of the university. Prospects may include

individuals, corporations, foundations and organizations.

• Capital Campaigns: Capital Campaigns are undertaken under the direction and approval of the University to raise

funds for capital projects. The Department of Development is responsible for establishing the feasibility of the campaigns,

creating the campaign plan, creating the marketing strategy, identifying prospects and soliciting prospects and donors, in

consultation with the Deans, Directors and any advisory or campaign cabinets that are established to assist with solicitations.

The Department of Development also provides all acknowledgement and recognition of capital gifts.

The University of Manitoba’s Department of Advancement Services oversees the following programs for all faculties, schools

and Libraries:

• Research: Identify and gather information on donor prospects and donors for all development programs.

• Awards Coordination: Facilitate the process of establishing an award at the University.

• Database Administration: Manage and maintain biographic data on all alumni, prospects and donors, and financial

data on all donors and alumni.

• Reporting: Provide timely and accurate biographic and/or financial information regarding alumni, prospects and

donors to staff (internal and external) and outside organizations or individuals, as required.

• Gift Processing, Acknowledge and Follow-up: Process all gifts to the University of Manitoba from individuals,

corporations, foundations and organizations, and send the appropriate receipt and acknowledgement. Follow up with reminder

notices as required.

• Stewardship/Donor relations: Faithfully and competently carry out the purpose of a gift and communicating to the

donor the impact of the gift on the university as well as the appreciation for the gift.

• Administrative Support: Clerical and administrative assistance to support all of the development programs, including

word processing, meeting and event arrangements, overhead preparation and assisting with preparation of mailings.

B. THE POSITION (Briefly explain: why this position exists, what it is intended to do, and how it assists in meeting the work unit's goals.)

The incumbent reports to the Director of Libraries for the content and priority of work and has work overseen by the Director

of Development. The incumbent is part of the development team providing fundraising assistance to the University of

Manitoba Libraries. The incumbent is responsible for the overall comprehensive fundraising plans and strategies for the

Libraries and, in collaboration with the Director of Development, will ensure they are consistent with the University’s

fundraising goals. The intended result is increased outright and deferred gifts to the Libraries. This includes collaborating with

staff in the Departments of Development and Advancement Services in planning, implementing and managing an annual

giving program, a major gifts solicitation program for assigned prospects, a planned giving program and for maintaining a

tracking and reporting system to manage the funds, donors and prospects for which the incumbent is responsible. Major

responsibilities include: developing strategies and overseeing the fund-raising cycle, including prospect identification,

cultivation, solicitation, recognition and stewardship. The position will receive stewardship and development assistance from

the development team.

The incumbent, in collaboration with the Director of Development, works closely with senior corporate volunteers and

individuals who are planning significant gifts to the University of Manitoba.

Page 2 of 6
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SECTION 3. KEY RESPONSIBILITIES AND DUTIES

Major development responsibilities in the Libraries include developing strategies and overseeing the fundraising cycle,

including prospect identification, cultivation, solicitation, recognition and stewardship; acting as a liaison with and

supporting the Director of Libraries. The incumbent also works with volunteers to identify prospects and raise funds for the

Libraries.

The role of the Libraries Major Gifts Officer is to:

- As a key member of the Library’s development team, collaborate with the Director of Development to ensure that

prospect clearance, management and strategies for the Libraries are properly managed.

- Identify, qualify, cultivate and close gifts in the $25,000 - $1.0 million range.

- Design and develop effective solicitation strategies and manage prospect relationships in a way that enhances

continued and increased support to the Libraries.

- Organize time well, allowing for significant interface with prospects. The ultimate annual expectation is 50-75 face-

to-face prospect visits, 30-50 solicitations and 20-40 closed gifts.

- Represent the University of Manitoba and its Libraries to the outside world and facilitate relationships between

individuals, corporations, foundations and key members of the university, leading to significant gifts.

- Recruit, engage and support volunteers in solicitation work.

- Write persuasive, appropriate funding proposals communicating the Library’s plans, programs, services and

initiatives for potential donors. Consult with the Department of Development for assistance when required.

- In collaboration with the Stewardship Officer, administer and steward each gift according to the donor’s wishes.

- Manage the tracking of all gift proposals.

The incumbent will be required to travel to some major centres and meet with donors. This involves flexibility in work

hours, including evening and weekend work. The personal nature of these approaches and relationships requires that accurate

records of all contacts and correspondence are maintained. Strict adherence to follow-up commitments, details and timelines is

critical to the success of the program.

SECTION 4. SUPERVISORY RESPONSIBILITIES

1. Responsibility for the direction or supervision of employees: (YES or NO)

2. ______ Full-Time ________ Part-Time ________ Temporary ________ Casual _______ Students
number number number number number

3. Highest classification of employee supervised:
____________________________________________________________________________________

4. Nature of supervision exercised ("X" the appropriate description(s) and explain below)
(a) Hires [ ] (b) Recommends [ ] (c) Interviews [ ] (d) Trains [ ] (e) Evaluates Performance [ ]
(f) Motivates [ ] (g) Disciplines [ ] (h) Assigns and Distributes Work [ ] (i) Other [ ]

SECTION 5. SUPERVISION RECEIVED

What degree of supervision, direction or guidance does this position receive? Check the appropriate box.

[ ] Detailed verbal/written instruction

[ ] Standard practices, occasional referral to supervisor

[ X ] Considerable independence in choosing methods used to complete well-defined projects

[ ] Significant independence in establishing practices and procedures and maintaining objectives

[ ] Administrative guidance governed only by University policies and goals

Page 3 of 6
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SECTION 6. CONTACTS AND RELATIONSHIPS

TITLE OF CONTACT FREQUENCY

REASONS

A. INTERNAL (Daily, monthly, regularly, etc.) (To get information,
coordination etc.)
(e.g. Deans, Admin. Assistants, etc.)

Director of Libraries regularly Content & priority of work. Plan, strategize

&

evaluate activities

Director of Development regularly Oversight, direction and collaboration

Staff in Libraries regularly Secretarial & administrative support

Staff in Department of Development regularly Collaborate on & obtain development

services

Staff in Dept of Advancement Services regularly Collaborate on & obtain advancement

services

Stewardship Officer regularly Stewardship services

Development Assistant regularly Development assistance & support

Faculty in Libraries as needed Obtain information related to

development

initiatives

Vice-President (External) as required Reporting

B. EXTERNAL
(e.g. Govt. Agencies, Suppliers,
Professional Organizations,
Journals, Publishers, the media,
the community, etc.)

Other universities in Canada & USA as required Receive and share information

Corps, Foundations, Organizations, etc regularly Cultivate and solicit

Volunteers regularly Supervise and oversee development service

Alumni, donors, prospects regularly Provide &/or gather information, cultivate,

steward

SECTION 7. EQUIPMENT USED
(List only those major items that would contribute to an understanding of the complexity of the position and the percentage of time spent using them.)

TYPE OF EQUIPMENT PURPOSE IT SERVES (IF NOT OBVIOUS)

Audio visual For presentations

Personal Computer& mainframe terminal To access records & generate reports

PC as connection to mainframe data

Word processing

Page 4 of 6
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SECTION 8. INDEPENDENCE OF ACTION

1. What decisions/actions does the incumbent make/take on own initiative? Give examples.

-Works independently to develop, plan and implement fundraising initiatives; determine prospective donors; approach

agencies and foundations. Receives oversight from Director of Development as required.

2. What decisions/actions does incumbent share with others? Give examples.

-Incumbent is responsible for achieving the annual plan and meets with the Director of Libraries and the Director of

Development on a regular basis to monitor progress, at which time adjustments are agreed upon.

3. What decisions/actions does the incumbent refer to others? Give examples.

-Donations from planned giving commitments that require special institutional approval or anything that may have

financial implications for the Department of Development or the University.

SECTION 9. WORKING CONDITIONS FOR THE POSITION
In describing working conditions, assume a reasonable match between the incumbent and this position and address the question: How would most people
describe these conditions?

1. Physical Effort

Provide examples of following types of physical effort, showing how much, how long, how often.

Lifting material:

Stretching, pulling, pushing:

Moving material:

Climbing, walking:

Working in awkward positions or circumstances:

Sitting or standing:

Manual dexterity:

Other:

2. Physical Environment

Office air tends to be stale.

3. Sensory Attention

Analysis of fund-raising statistics requires a considerable amount of concentration. Daily, but for short periods of

time. Annually on a more in-depth basis. Strong attention and listening skills when meeting with prospects.

4. Mental Stress

Irregular work hours – weekly

Pressure of reaching fund-raising goals - continuous

Working with volunteers is demanding

Techniques and preparation of written resource material requires constant creativity - continuous

Page 5 of 6
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What control do you have over your work pace? Explain:

Responsibility for developing and implementing an annual development plan for the libraries, collaborating with the Director

of Development, and reporting to the Director of Libraries.

Is the nature of your job repetitive? Explain:

NO

Is your lifestyle disrupted by work schedules or travel requirements? (Show how much, how long, how often).

- Working with volunteers requires early morning, noon and evening meetings

- Occasional travel is required for conference/professional development; travel is required to talk to major

donors/leadership donors

SECTION 10. QUALIFICATIONS

NOTE: This section is to be completed as if the position were vacant, as it is used when preparing a position vacancy. The qualifications required in
Section 10 must be consistent with the key responsibilities and duties assigned in Section 3. For example if Section 3 has assigned accounting
responsibilities, then Section 10 must include a corresponding level of accounting training or experience. This will vary with the level of
position from bookkeeping knowledge or experience to formal accounting designations.

MINIMUM FORMAL EDUCATION/TRAINING REQUIRED:

A university degree in a related field is required. An equivalent combination of education and experience may be considered

EXPERIENCE:

At least five years experience in fundraising, with an emphasis on major gifts solicitation is required. Experience with library

fundraising is an asset. A proven record of successful fundraising is required. Successful experience working with the public is

required. Experience in public speaking and making presentations is required.

SKILLS:

Basic skills with the current version of Microsoft Word and spreadsheet applications required. Experience creating PowerPoint

presentations is required.

ABILITIES:

Excellent verbal and written communication abilities are essential. Demonstrated organization skills and the ability to work

independently are essential. Demonstrate ability to guard confidentiality.

PHYSICAL REQUIREMENTS:

Physically capable of performing the duties as assigned. The position requires extensive travel; a valid driver’s license and

access to an automobile is essential.

OTHER JOB RELATED QUALIFICATIONS THAT MAY BE PREFERRED:

Evidence of satisfactory work record.

SECTION 11. SIGNATURES

I have read and understand this description of my position:

______________________________________________________________________ _______________________________________
Employee Date

APPROVALS

______________________________________________________________________ _______________________________________
Immediate Supervisor Date

______________________________________________________________________ _______________________________________
Department Head or Grantee Date

______________________________________________________________________ _______________________________________
Dean, Director, or Head of Administrative Unit Date
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