
 
 

We’re Hiring a Major Gifts Officer! 
 
Mary’s Place provides safe and inclusive shelter and services for women, children and families on their 
journey out of homelessness. We operate a women’s day center and several 24x7 family 
centers/shelters in King County. We serve hundreds of families–moms, dads, and children–providing a 
safe place for them to be inside and together at night, along with food, showers, clothing, and access to 
housing and employment resources. We believe that no one’s child should sleep outside. 

Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is an equal 
opportunity employer with a culturally diverse work environment and a commitment to social justice. 

Position Description 

The Major Gifts Officer is a front-line fundraiser responsible for securing significant philanthropic support 
for Mary’s Place, with primary focus on individual donors and prospective donors who are capable of 
making a gift of $10,000 or more. This position reports directly to the Chief Development Officer, and is 
part of a team responsible for securing over $10 million from private support annually. 
 
The Major Gifts Officer will manage a portfolio of 150 individual donors and prospective donors, with 
responsibilities focused on significant personal outreach to donors and cultivation activities that lead to 
direct solicitation and securing of major gifts. The person in this position will also research new 
prospective donors, plan and initiate outreach in order to share the Mary’s Place mission and work with 
them. 
 
The ideal candidate for this position will have significant experience building high-touch, long-term 
relationships with donors, as well as demonstrated success asking for and closing major gifts. We are 
seeking a warm, enthusiastic, collaborative professional who enjoys handling many tasks at one time 
and is highly adaptive to change. Candidates must demonstrate excellent oral and written 
communication skills, strong organizational skills and orientation to detail, and sensitivity and finesse in 
developing relationships with donors, volunteers and other stakeholders. 
 
Above all, this member of the Mary’s Place team will share our dedication and sense of urgency to 
respond to our region’s homelessness crisis and our passionate belief that no one’s child should sleep 
outside. 

 
Key Responsibilities 

 Manage a portfolio of 125-150 major donor prospects annually. Identify, research and qualify 
prospective donors. Plan and implement contact strategies and activities that advance our 
relationship with these individuals, increase their awareness of and involvement with the work of 
Mary’s Place, and set the stage for an ask to make a major gift to support our organization.  

 Identify 25 or more individuals who you will ask for a major gift to meet the annual revenue goal. 
Develop strategy and timeline for approach and ask, coordinating with executive staff and key 
volunteers as needed. Conduct meetings, prepare materials and proposals, make the gift 
solicitation, and complete necessary follow-up to continue the conversation and secure support. 

 Conduct and document approximately 150 visits or significant contacts per year to qualify, 
cultivate, solicit and/or steward individual donors and prospective donors. Use phone, email, 
events and other methods to engage individuals, update them on our work, and schedule visits. 



 Share our gratitude with donors, and develop and implement meaningful recognition and other 
stewardship for major gifts, in collaboration and coordination with key staff and volunteers. 

 Be accountable to personal goals, strategies and metrics, participating in ongoing and regular 
assessment of progress toward goals.  

 Support activities of the Fund Development Committee of the Mary’s Place board. 

 Collaborate with Chief Development Officer to oversee the Spring Luncheon fundraising event 
and Annual Appeal end-of-year fundraising campaign. 

 Supervise Database Coordinator and Development Associate, in coordination with the Chief 
Development Officer, to oversee workload, priorities, and professional development. 

 Represent Mary’s Place at events and support the Development team with projects as needed. 
 

Skills/Qualifications Required 

• Bachelor’s degree or equivalent experience and minimum five years of non-profit fundraising 
experience, with increasing responsibilities in portfolio management and size of gifts secured.  

• Ability to think strategically, multi-task, prioritize, respond promptly, and meet deadlines and 
performance goals. 

• Confidence  to proactively seek out prospective major donors, build new relationships, and solicit 
donations 

• Ability to work both independently towards a fundraising goal, as well as collaboratively in a team 
setting. 

• Strong public speaking skills, and the ability to communicate ideas with enthusiasm to diverse 
audiences. 

• Proficiency in Microsoft Office and donor database software (experience with Raiser’s Edge 
software a plus). 

• Ability and willingness to work a flexible schedule as needed, including occasional evenings and 
weekends. 

• Highly motivated, resourceful, flexible, and possesses a positive attitude and sense of humor. 

• Strong understanding of and commitment to the Mary’s Place’s mission of empowering homeless 
women, children and families. 

• Ability to interact effectively with volunteers and co-workers of all levels, as well as with 
representatives of other organizations and institutions. 

• Exhibits compassion and empathy; works well with men, women and children from all ethnic, 
social, economic and sexual orientation backgrounds 

• Must have valid driver’s license, access to reliable vehicle, and proof of insurance 

 

Physical Requirements 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 

 While performing the duties of this job, the employee is regularly required to talk and hear. 

 The employee is frequently required to stand, walk, use hands to finger, handle, or feel, type, and 
reach with hands and arms; and requires the ability to occasionally push, pull, lift and/or carry 
supplies up to 25 pounds. 



 Work takes place in a social services environment where long periods of sitting, working on a 
computer, walking to various work areas, going up and down stairs, and standing are required. 

 Travel to program sites and meetings outside the office and around the county are necessary. 

 Efforts like attention to detail, interacting with others in-person and through email, using critical 
thinking skills to strategize, develop and implement business plans, create and edit documents, 
listen and participate verbally at meetings.  

 
Compensation 

This is a full-time, exempt position requiring over 40 hours of work per week on average and occasional 
evening, weekend, and off-hour work. The salary range is $55,000 to $75,000 annually, depending on 
experience.        
  
In addition, Mary's Place offers the following benefits to full-time staff: 

 Medical and dental insurance with the cost for core employee coverage paid at 100% by the 
company and very competitive family rates  

 Unlimited use ORCA pass for a small deduction per pay period 
 10 days paid time off (PTO) each calendar year (accrued by pay period) 
 10 days of sick time each calendar year (accrued by pay period) 
 9 paid holidays (8 designated company holidays and 1 day of choice) 
 Employee Assistance Program   
 Short and long term disability insurance 

 
How to Apply 

Applications accepted until the position is filled. Internal applicants will be given priority.  Please send 
cover letters and resume to jobs@marysplaceseattle.org. No phone calls please, only applicants 
selected for interviews will be contacted. 
 

www.marysplaceseattle.org 
 


