
Conception Abbey 
Director of Major Giving 

Job Description 

The Director of Major Giving is responsible for generating sustainable streams of major gift and grant 
revenue in order to advance the mission and ministries of Conception Abbey and Seminary College. This 
position will integrate a broad knowledge of fundraising techniques to build relationships with 
benefactors while collaborating with the Department’s broader communications, capital campaign, and 
direct mail eDorts.  

Duties 

• Manage a portfolio of prospects. Cultivate and solicit major gifts from individuals, foundations, 
and corporations to meet department fundraising objectives. 

• Lead a team of fundraisers, including members of campus leadership, to support major gift 
initiatives; assign portfolios, recommend solicitation levels, provide training, and maintain 
accountability. 

• Develop and execute solicitation and stewardship plans to meet annual giving and capital 
campaign fundraising objectives set by the Director of Development.  

• Research grant opportunities; compose grant proposals and follow-up reports, while providing 
guidance to campus stakeholders on project funding parameters. 

• Utilize database tools to identify new prospects, set goals, track interactions, and generate activity 
reports. 

• Manage the Friends of Conception and Partners in Prayer donor giving societies, including 
onboarding, stewardship, and upgrading eDorts. Create content for print materials, mailings, and 
emails specific to these societies.  

• Participate in the Development Department’s various donor and alumni engagement events. 
• Oversee the Major Gifts budget. 
• Other duties as assigned. 

Required Qualifications 

• Outstanding written, oral, and interpersonal communication skills. 
• Organized, highly motivated, with excellent strategic thinking skills. 
• Professional demeanor and positive personality. 
• Demonstrated ability to connect well with constituents and stakeholders. 
• Proficiency in computer skills including Microsoft Word and Excel.  
• Ability to travel to visit donors, mostly day trips; ability to work some evenings and weekends. 

Preferred Qualifications 

• Bachelor’s degree, especially in writing, communications, or equivalent field. 
• Two years’ experience in sales or nonprofit fundraising, or equivalent volunteer experience.  
• Experience with donor CRM database usage. 


