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Major Gifts Officer

2,
The Madeira School

Madeira is an all-girls boarding and

day school with more than a century of
delivering on its mission of Launching
Women Who Change the World. Located
just outside of Washington, DC on the
banks of the Potomac River in McLean, VA,
Madeira enrolls 338 students in grades 9-12.

INn 1906, Lucy Madeira founded her school
with the belief that it is our duty and privilege
to help young women to understand their
changing world and to have the confidence
to live lives of their own making, their own
passions, their own dreams.

Madeira’'s Community Values
Awareness of self and others

Compassion
Creativity
Intellectual curiosity
Integrity
Resilience
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Madeira’s Educational Philosophy

Learning is active and experiential, joyful and personal. Guided by caring, expert teachers
who model the School’s values, students learn in various settings, from classroom to playing
field, to dormitory, to congressional office. Working toward one's personal best deepens the
habits of mind that lead to lifelong learning. Learning is its own reward.

Learning results from an intentionally designed, innovative, developmental, ambitious and
girl-centered curriculum, which builds critical thinking, creativity and problem-solving skills.
Each student has the opportunity to study discrete disciplines as well as explore connections
between and across disciplines and learning environments.

Learning’s purpose is not only for students to obtain the skills needed to thrive at college

but also for students to understand themselves in relation to others, to be informed about
their changing world, and to participate actively and confidently in life through leadership
and service.
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Position Description

Madeira is seeking a Major Gifts Officer who is a highly skilled and collaborative
relationship builder and a strong communicator to serve as an active member of

the Advancement Office. Reporting to the Director of Major and Planned Giving,

the Major Gifts Officer plays a key role in advancing Madeira’s philanthropic goals by
managing individual relationships through the donor life cycle with a comprehensive
ask (annual, major, planned gifts) using a moves management system. This

position works independently and collaborates extensively with colleagues within
Advancement and throughout Madeira. —»



Major Gifts Officer

Responsibilities

Manage, nurture and enhance relationships with an individual portfolio of 100-125 prospects
capable of making 5 and 6 figure gifts to improve probability of continued and increased
support of Madeira. Travel accordingly to achieve a minimum of 15 face-to-face visits per
month.

Help lead the process of identifying, cultivating, soliciting, and stewarding major gift and
planned giving prospects to ensure that fundraising goals are met; this includes analyzing
prospect research, participating in pipeline management meetings to review and develop
prospect engagement strategies and executing well-thought-out solicitation plans.

Work in conjunction with the Director of Major Giving, to develop a tiered system of major
gift prospects and facilitate the movement of those prospects through the various stages of
giving based on the Moves Management model.

Manage, train, and support volunteer solicitors, parents, alumnae, Board members as
assigned.

Collaborate and coordinate with annual giving, Alum and parent relations colleagues and
other School representatives as appropriate.

Create visual and written collateral material for gift proposals and grants using compelling
and thoughtful language in keeping with the School’'s mission, vision, values and priorities.

Plan and execute cultivation or stewardship events in support of Advancement strategies for
projects or campaigns.

Prepare briefing materials for senior administrators, Head of School or Board members for
events and/or donor meetings.

Prepare stewardship materials for assigned donors or populations.

Engage with administrators and faculty to remain abreast of School programs and needs and
to foster a culture of philanthropy.

Document all work with prospects in a timely manner in the CRM system including action
reports, notes, proposals, prospect moves, etc.).

Serve as a representative of the School and its leadership when traveling and attending
events on behalf of Madeira.

Follow School guidelines for travel and timely submission of expense reports.

Participate in School and development-related meetings, events and other special projects
including all-hand-on deck activities.






Major Gifts Officer

Requirements

A bachelor’s degree or higher is required.
° A minimum of 5-7 years work experience in relevant fields.

* Ability to effectively interact with a variety of constituents, volunteers and co-workers in all
areas of the school.

* Working knowledge of moves management and familiarity with fundraising software;
preferably The Raiser's Edge

* Must have excellent written and communication skills and be able to use judgment and
discretion with confidential information.

* Must be able to multitask, work in a fast-paced office and work with multiple priorities and
deadlines with accuracy.

* Professionalism, discretion, and the ability to deal with confidential information are vital in
this role.

* Commitment to advancing diversity, equity and inclusion in all aspects of School life.

SALARY RANGE: $85,000-%$95,000 depending on the experience.

How to Apply

The Madeira School has engaged DovetailED to lead this search. Interested candidates should
email a cover letter (addressed to HR Director, Ann Weymouth), a resume, and a list of at least
three professional references consolidated as a single PDF document to Zack Lehman at
zack@dovetailedsourcing.com. Please do not contact the school directly.

8328 Georgetown Pike
MclLean, Virginia 22102




McLean, Virginia

McLean, Virginia is an affluent and

highly desirable community just outside
Washington, DC, known for its tree-lined
neighborhoods, excellent schools, and easy
access to the region’s cultural and
professional opportunities. Nestled along the

Potomac River and bordering scenic parks
like Great Falls, MclLean offers a peaceful
suburban feel with abundant green space
and outdoor recreation. Residents enjoy

a strong sense of community, upscale
shopping and dining nearby, and a prime
location that makes commuting into the
nation’s capital or surrounding business hubs
both quick and convenient.

HIGHLIGHTS

Proximity to Washington, DC
Just minutes from the nation’s capital, McLean offers convenient access to government, business,
and cultural institutions while maintaining a quiet residential atmosphere.

Highly Rated Schools
The area is known for its top-performing public and private schools, making it especially appealing
to families.

Natural Beauty and Parks
MclLean is close to the Potomac River and Great Falls Park, providing scenic trails, overlooks, and
outdoor recreation year-round.

Upscale Shopping and Dining
Nearby Tysons Corner features premier shopping, dining, and entertainment options, including
luxury retailers and fine restaurants.

Strong Sense of Community
Well-established neighborhoods, local events, and community organizations create a welcoming
and connected environment.
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