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Don Bosco Prep High School 

Major Gifts Officer  

  

Job Description 

  

Don Bosco Prep seeks a highly motivated and experienced individual to serve as Major 

Gifts Officer and an integral member of the Advancement Team.  Reporting directly to the 

Vice President for Institutional Advancement, the Officer will develop and implement 

strategies that increase the team’s capacity for individual fundraising and the achievement 

of our Development goals. As an advocate for the school, the Officer will demonstrate a 

commitment to the Salesian charism; identify, qualify, cultivate, solicit and steward 

prospective donors; and value the significance of building longstanding relationships with 

our donors.  Preference is given to alumni of Don Bosco Prep.  

  

Responsibilities  

 Manages, plans and implements a Major Gifts program as a component of 

Advancement’s business development function. 

 Manages and grows a portfolio of major gift donors and prospects 

(approximately 100 names). 

 Identifies, qualifies, cultivates, solicits and stewards donors capable of 

making a gift of $10,000 or more to Don Bosco Prep. 

 Develop funding proposals for individuals based on DBPs short and long term 

funding goals, and the individual’s philanthropic interests. 

 Reaches out to qualified major gift prospects on a regular basis; Expected to 

average 3-4 prospect visits per week. 

 Identifies and develops opportunity for donor engagement. 

 In partnership with the Vice President, sets metrics and benchmarks 

conducive to meeting annual goals. 

 Develops and composes donor-related communication pieces for the purpose 

of cultivation, solicitation and stewardship. 

 Participates in DBP events as appropriate. 

 Adheres to fundraising best practices. 

 Follows DBP policies and respects the teachings and practices of the 

Catholic faith. 

 Other tasks as assigned. 
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Qualifications 

 Qualified candidates will have a minimum of five (5) years of experience in 

managing, planning and implementing Major Gift programs, or the equivalent 

business development experience. 

 Demonstrated success in managing a defined portfolio of Major Gifts and/or 

prospects to closure. 

 Experience working directly with volunteer groups in a leadership role. 

 Business planning and expertise in negotiating and closing philanthropic 

commitments. 

 Superior written and oral communication skills.  

 Must be an articulate spokesperson, able to speak convincingly, 

knowledgeably and passionately about DBP.  

 Must have a clear understanding and appreciation of the mission, values and 

traditions of Catholic school education. 

 Must be willing and able to travel as needed. 

The Major Gifts Officer position is full-time for 12 months of the year. 

  

Contact: 

Carmela Raiti, Vice President of Institutional Advancement 

Tele: 201.327.8003 extension 176 

craiti@donboscoprep.org 

  

Don Bosco Prep is located in Ramsey, NJ, with easy access off Route 17 North.  
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