
JOB DESCRIPTION: DIRECTOR OF INDIVUAL GIVING 

 

Summary: 

The Director of Individual Giving (DIG) reports to the Vice President for Advancement and is 
responsible for annual giving, online giving campaigns and a portfolio of major gift prospects. 

The DIG will develop strong relationships with individual donors, alumni, foundations, 
corporations and friends of United Theological Seminary of the Twin Cities for the purpose of 
securing annual and major gifts. The DIG will work in tandem with team members who include the 
alumni director, gift processing staff, and the administrative assistant for advancement. 

The DIG will work closely with Board of Trustees, selected faculty and other key constituent 
prospects to solicit and close five- figure and above major gifts for the Seminary.  

The DIG is charged with meeting Seminary giving targets and contributing to the overall growth of 
private philanthropy. 

The DIG candidate will be an individual with a rich development background, who has had 
progressive and successful development experience including annual fund, online giving campaigns 
and major gifts.  

ESSENTIAL RESPONSIBILITIES 

Articulate the vision, mission, goals and core values of the Seminary. 

Develop and implement strategies for solicitation that will increase annual revenue from 

individuals: manage all appeal campaigns, manage and monitor online giving initiatives, work 

collaboratively with the alumni office to advance fundraising goals  

Manage a portfolio of selected major gift prospects, as determined by the Vice President of 
Advancement, through the entire cycle of development – from research and identification 
through cultivation, solicitation, closure and stewardship  

Prepare department budget  

Establish short- and long-term goals for the development effort, including fundraising strategies 
and building the case for support 

Implement a thorough donor acknowledgement and stewardship system and maintain consistent 
contact with major donors 

Utilize appropriate development reporting processes; monitor and objectively evaluate all 
Seminary fundraising appeals; develop standard activity and progress reports for monitoring and 
evaluation 



Plan, organize and coordinate fundraising, cultivation, and recognition events 

Undertake special assignments on behalf of the Seminary as requested by the Vice President of 
Advancement 

Draft high quality proposals, appeals, letters, emails, and other fundraising communications to 
support best practice donor engagement 

Serve as an exemplary Seminary advocate in the community, with local leaders, alumni, 
organizations, business and corporate partners, and other leaders and key constituents 

Some travel is required: the Director of Individual Giving must be willing to travel to visit with 

donors and constituents as a representative of the Seminary 

JOB SPECIFICATIONS 

Education and Experience 

 Undergraduate degree required; graduate degree preferred 
 

 Progressive and successful development experience including annual fund and major gifts 

 

 Minimum of three to five years of experience with demonstrated ability in various aspects of 
the development including: annual giving, online giving and major gifts  
 

 Experience working in or overseeing an annual giving program, preferably in higher 
education. 

Knowledge, Skills and Abilities 

 Positive, outgoing, proactive, collegial, and team player with enthusiasm and commitment to 
the vision and mission of the Seminary. 
 

 Excellent interpersonal communication skills; ability to relate effectively with a variety of 
people and personalities; ability to communicate clearly and effectively both orally and in 
writing and in ways that reflect the vision and mission of the Seminary. 
 

 Ability to cultivate and sustain donor relationships. 
 

 Knowledge about individuals, foundations, and corporations in the Twin Cities and Upper 
Midwest.  
 

 Ability to initiate, plan, coordinate and complete work within deadlines through self-
management. 

 

 Strong organization and administrative skills, detail-orientation and follow through. 
 



 Flexibility to meet Seminary’s unique needs including occasional evening and weekend 
hours. 

 

 Understand confidential nature of Seminary information and maintain confidences. 
 

 Ability to develop and manage budgets. 
 

 Experience with fundraising databases, Raiser’s Edge databases preferred. 
 

 
PHYSICAL REQUIREMENTS NECESSARY TO PERFORM THIS JOB 

Incumbent must be able to: 

 Hear and speak in order to use telephone and communicate with persons inside and outside the 
Seminary 

 Sit at desk for extended periods as well as move about the office as necessary to perform tasks 

 Apply manual dexterity for computer keyboarding and office equipment use 

 Perform some bending, stretching and reaching related to office equipment use 

 Travel by auto and plane 

 Carry and set up display boards (approximately 20 lbs.) 

TOOLS AND EQUIPMENT USED 

Incumbent must be able to: 

 Use telephone, copy machine, facsimile machine, computer, and other office equipment 

 

_______________________________________________ _______________ 

 Employee Signature   Date 

 

 

 


