
POSITION DESCRIPTION 
 
Title:   Major Gifts Officer 
Type:   Permanent Full Time 
Reporting to:  Executive Director 
Location:  CSTMCF Head Office, Ottawa 
Date Prepared: March 2016 
 

 
About Us 

We are a national Foundation supporting three of Canada’s museums: the Canada Science and Technology 

Museum, the Canada Aviation and Space Museum, and the Canada Agriculture and Food Museum. Our mission 

is to share the human stories of Canadian innovation and to inspire the next generation of great Canadian 

innovators. We achieve this mission through four key areas:  

 Inspiring Kids 

 Sharing Science & Discovery 

 Encouraging Innovation 

 Protecting Heritage & Sharing Culture 
 

POSITION SUMMARY 

Reporting to the Executive Director of the Foundation, the Major Gifts Officer will identify, cultivate, solicit, 

secure, and steward individual, corporate, and foundation prospects and donors, targeting gifts in the $1,000+ 

range, on behalf of the Museums. This individual actively participates in the Museums’ funding priorities for 

exhibitions, restorations, programs, and outreach initiatives involving volunteers and other stakeholders. 

Responsibilities include interacting with and soliciting donors and prospects for annual gifts, major gifts, and 

planned gifts as appropriate. The Major Gifts Officer also works directly with all other fundraisers, senior staff 

and volunteer leadership. 

Responsibilities 

This individual will manage the Major Gift and Granting programs for the Foundation including a portfolio of 

approximately 150+ donors and prospects. Management of the donor and prospect portfolio includes: 

 Developing written solicitation plans for new and current major gift prospects within the prospect and 

suspect portfolio. 

 Securing current and future gifts and building relationships with both current and new major donors 
through face-to-face cultivation, solicitation, and stewardship activities.  
 

 Developing relationships with donors and prospects through various cultivation calls, letters and 

handwritten notes. 

 Developing and writing donor cultivation materials, acknowledgements, materials and reports.  

 Producing personalized proposals for support. 



 Coordinating and providing assistance in the design of strategies for cultivating and soliciting donors 

held in portfolios of senior staff and volunteer leadership. 

 Developing and writing grant proposals, reports and other correspondence to prospects and funding 

partners. 

 With other Foundation staff, identifying, qualifying and researching new donor prospects. 

 Assisting in Annual and Major Giving events and other donor meetings for cultivation and stewardship. 

 Providing monthly activity reports and progress summaries to the Executive Director. 
 

CANDIDATE PROFILE 

We are seeking a talented fundraising professional who has an understanding of and passion for the mission of 

our Museums. The successful candidate will show evidence of building and sustaining strong relationships with 

individual, corporate, and foundation donors resulting in increased levels of support. Creating participation and 

following through on contacts and activities is key. The qualified candidate actively seeks out new prospect and 

donor relationships, directs the cultivation and stewardship process, and is able to successfully close gifts when 

appropriate. Personal experience creating and implementing successful gift strategies and tactics is required. 

We seek a person of the highest integrity who is a team player, detail-oriented yet results-driven and flexible. 

Experience working with high-level volunteers, donors, and program staff on collaborative activities is sought. 

A person who is extremely focused and self-confident with a quick mind and high energy level is essential. A 

self-directed, resourceful person with a sense of humor is also necessary. The successful candidate will be a 

poised individual who is supportive, diplomatic, personable and able to manage confidential information with 

discretion.  

Experience 

Qualified individuals will have a minimum of five years of fund-raising, sales or related experience, including 

demonstrated experience in personal solicitation and proposal writing at a major gift level. Applied for-profit 

experiences, such as sales, may be considered.  

Education 

Bachelor's degree or equivalent combination of education and experience is required. Evidence of continuing 

professional education in such areas as Major Gifts, Planned and Estate Gifts, and leadership development will 

be considered an asset. 

Additional Skills 

Familiarity with Blackbaud Raiser's Edge is desired. Verbal and written French would be an asset. 

To apply, please send a current resume and covering letter to William Pace at foundation@techno-science.ca 

no later than April 10. Please note that only qualified candidates will be contacted by email or telephone. 

For more information on the Foundation and our museums, please visit http://foundation.techno-science.ca or 

the Museums’ website http://www.techno-science.ca. 

http://foundation.techno-science.ca/
http://www.techno-science.ca/

