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Maryknoll Mission Association of the Faithful  

Position Description 
 

Title:  Advancement Manager   Department:  Mission Advancement  
Company Industry: Non-Profit              _    Employment Status: Full time 
Employment Type:            Exempt        _  Supervisor: Executive Director 
 
Position Summary 
Reporting to and working closely with the Executive Director, this highly visible management position will 
envision and develop a robust development and fundraising strategy; integrate and direct the Annual 
appeals and campaigns; identify and target philanthropic prospects that include foundations, corporations, 
and individuals interested in supporting MKLM; nurture and cultivate all levels of philanthropic 
relationships; develop and mobilize resources for comprehensive planned-giving and grant-funding 
programs; provide supervision and leadership for the Advancement team and oversee and integrate US 
Church Relations outreach. 
 
The ideal candidate brings innovation, creativity, and vision for cultivating highly successful programs that 
elevate MKLM's presence in and beyond the philanthropic world and contributing to a dynamic future for 
the organization. The Advancement Manager will work in a collaborative environment with a dedicated, 
mission-oriented staff to develop, execute and achieve ambitious fundraising goals. S/he will be an 
imaginative, motivated, development professional with a passion for international mission and the 
Maryknoll charism, serving with the highest integrity, modeling stewardship, and possessing sound 
judgment. 
 
Essential Job Criteria 
Education:   Bachelor’s Degree in applicable field or equivalent experience 
 
Experience: 4+ years relevant professional development/fundraising experience, and experience in leading 
and managing high performing professional teams in complex organizations/situations  
 
Qualifications and Skills  

1. Demonstrated success in cultivating and soliciting major gifts (five and six figure level.) 
2. Articulate leader with ability to create and implement innovative strategies to educate, motivate, inform and 

inspire donors and others to meet the organization's funding needs. 
3. Experience in developing, executing, and managing donor prospect strategies. 
4. Experience and ability in communicating organizational mission, vision, values and compelling cases to multiple 

audiences and through formal proposals, correspondence and presentations. 
5. Demonstrated ability to manage staff and department. 
6. Knowledge of Catholic fundraising and culture. 
7. Hands-on familiarity with direct mail, grants management, planned giving, special events, computerized 

constituent-management systems and marketing/communications. 
8. Strong work ethic and positive "can do" attitude. 
9. Exceptional collaborator and creative problem solver. 
10. Exceptional communication skills and writing competency. 
11. Technical skills and computer literacy, including fundraising database systems. 
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Principal Responsibilities 
 
Management: 

1. Facilitate the strategic design, organization and implementation of both short and long-term 
development and fundraising plans. 

2. Work with management to develop funding priorities, outline programs and achieve consensus on 
appropriate funding initiatives and communications. 

3. Create systems and effective processes to bridge operations across MKLM departments and ensure 
coordination among the unique roles within the Mission Advancement department. 

4. Develop and manage the department annual budget and perform periodic cost and productivity 
analyses. 

5. Supervise all Mission Advancement personnel assuring coverage of all functions.  Develop and 
maintain a cross training program for all necessary functions. 
 

Fundraising: 
 

1. Develop and mobilize resources for a comprehensive strategy for development and philanthropic 
engagement.   

2. Direct and oversee all aspects of fund development including annual appeals, major and planned 
giving, campaign efforts, and the administration and reporting of department activities. 

3. Oversee the creation and implementation of a gift contact management plan that will primarily focus 
on major qualified prospects. 

4. Effectively promote fundraising strategies to internal and external constituencies.  
5. Seeks understanding of the complexities of the funding environment for mission and social justice.  
6. Conduct research to develop prospects for funding, as well as strategies to pursue diverse and 

sustainable revenue streams for the future. 
7. Provide timely progress reports to leadership and key constituencies; ensure timely submission of 

high-quality narrative and financial reports in compliance with organization and donor requirements. 
 

Major Gift Management 
1. In collaboration with the Executive Director, work strategically and creatively to broaden and expand 

the base of major donors. 
2. Develop annual plan to increase donor giving and identify and solicit new donors to meet budgeted 

goals. 
3. Coordinate and execute strategic cultivation events. 
4. Travel as needed within the United States for major donor visits and gift solicitation.  
Cultivate and solicit major gift prospects and donors, inclusive of: 

a. donor visits  
b. making introductory calls to potential prospects  
c. meeting coordination 
d. develop customized proposals and follow-up correspondence to formally request and “close” 

gifts. 
5. Ensure proper stewardship and recognition of major gifts. 
6. Involve missioners and returned missioners in an effective major gift solicitation process. 
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Grant Writing: 
1. Research and identify prospective U.S. and international foundations, funding agencies and 

corporations as potential sources of financial support for mission program and support service needs 
as defined by Advancement goals and initiatives.  

2. Engage Area leadership, and missioners, in identifying internationally based funding agencies and 
corporations that operate in countries of mission placement as potential sources of funding for our 
organization projects and ministries.   

3. Write and prepare necessary funding applications, including required support documents of 
organizational information, financial reports and audits, and letters of endorsement.  

4. Oversee all aspects of pre- and post- grant application processes: necessary deadline filing 
requirements, grant expense reports and ministry outcome assessments.   

5. Maintain ongoing communication with Area leadership, and missioners, to ensure coordination of all 
grant application filings that involve the organization’s legal name and 501 c 3 status.  

6. Maintain personal contact with recognized staff within foundations, funding agencies and corporations 
in order to build viable and long-term sources for ministry and project funding.   

7. Establish office procedures for tracking pending funding application deadlines and grant reporting 
requirements.   

 
Collaboration: 

1. Work closely with all MKLM departments to ensure organizational alignment with donor engagement 
and prospect management strategies. 

2. Collaborate with Director of Communications to integrate and sync communications and advancement 
activities. 

3. Work with Church Relations staff to oversee current and returned missioners in promoting the 
organization's mission education and fundraising goals. 

4. Partner with Communications Director to create direction; and help determine the most effective 
delivery mechanism (print, email, video, social media, event face-to-face) to leverage content and 
broaden organizational reach. 

 
WORKING CONDITIONS, TRAVEL AND ENVIRONMENT: 

 Regular attendance: 5 days/week for a minimum of 35 hours. Must be available to work evenings and 
on weekends, as required.  

 Must be able to travel as required for standard domestic fundraising visits (i.e. donor meetings; off-
site events; conferences).  

 Work cooperatively with the Maryknoll lay missioners, board, staff, benefactors and Maryknoll 
Society, Congregation and Affiliates, as needed.  

 
Significant Physical Requirements 

 Travel between buildings in all types of weather. 
 Travel between floors of buildings using stairs, elevators, and ladders. 
 Lift and carry materials, books, forms, supplies, and equipment to and from offices, shops, 

conference rooms, and storage areas. 
 Lift and maneuver objects of various sizes, shapes, and weights. 
 Manual dexterity and visual acuity for using computer and calculator. 
 Body motions such as bending, reaching, and/or sitting for extended periods. 


