
 
 

DIRECTOR OF MAJOR GIFTS 

Job Description 

 

Job Title: Director of Major Gifts 

Department: Development / Advancement 

Reports To: Executive Director / CEO 

Classification: Full-Time, Exempt 

Compensation: $110,000 – $140,000 annually, commensurate with experience 
 

ORGANIZATION OVERVIEW 

The Long Beach Public Library Foundation is a nonprofit organization dedicated to supporting 
the Long Beach Public Library and encouraging literacy and education for all members of the 
community. We envision a thriving Long Beach community full of lifelong learners, equitable 
access, inclusive spaces, and limitless possibilities. Our values include Diversity, Equity, 
Inclusion, Belonging & Access, Empowerment, Integrity, and Trust. Our collaborative, high-
performing team of six staff members brings deep commitment to the mission and to each 
other, working in close partnership with Library leadership to make a meaningful difference 
across Long Beach. This is an exciting opportunity to join a mission-driven team at a pivotal 
moment in our growth. 
 

POSITION SUMMARY 

The Director of Major Gifts is a frontline fundraiser and strategic leader responsible for building 
and managing the organization's major and planned gifts program. Reporting to the Executive 
Director/CEO, this position manages a portfolio of 75-100 major gift prospects and donors, 
oversees the planned giving program including donor-advised funds and endowments, leads 
The Giving Branch donor society, and provides supervision and mentorship to the Annual 
Giving Manager. 
 

This is a relationship-centered role that requires a skilled, self-directed fundraiser who can 
manage the full donor lifecycle, from qualification and cultivation through solicitation and 
stewardship, while also thinking strategically about the long-term philanthropic pipeline. 
 
 



2 

 

A DAY IN THE LIFE 

 
As Director of Major Gifts, you will be the primary relationship steward for the Long Beach 
Public Library Foundation’s most generous donors and highest-potential prospects. No two 
days look exactly alike. You might start your morning reviewing a portfolio of 80 donors and 
mapping out next steps for a cultivation visit, then spend the afternoon walking a prospective 
legacy donor through the Library’s newest community programs before drafting a tailored 
proposal that evening. You will move fluidly between strategic planning and personal 
connection, always grounded in the belief that libraries change lives in Long Beach. This role is 
central to the Foundation’s ambition to grow giving to the Library by 50% by 2030. 

 
You will spend your days: 

• Building meaningful relationships with donors who are deeply invested in Long Beach 
and its communities. 

• Crafting compelling proposals and stewardship reports that connect donors to the real 
impact of their giving in our neighborhoods. 

• Growing The Giving Branch and stewarding Carnegie49 legacy donors, helping 
supporters leave a lasting mark on Long Beach through estate and endowment gifts. 

• Collaborating with Library staff to uncover exciting funding opportunities and develop 
mission-driven proposals that reflect the breadth of the Library’s work across Long 
Beach. 

• Coaching and preparing board members and colleagues to become confident, effective 
fundraising ambassadors for the Foundation. 

• Mentoring the Annual Giving Manager and building a pipeline that converts loyal annual 
donors into major gift investors in the Library’s future. 

 
You will also play a key role in the Foundation’s annual gala, serve as a strategic thought 
partner to the Executive Director/CEO on major gift and campaign strategy, and work closely 
with communications to create materials that reflect the Foundation’s values of equity, 
access, and community belonging. 

ESSENTIAL RESPONSIBILITIES 

 
Major Gift Portfolio Management 

• Manage an active portfolio of 75 to 100 major gift prospects and donors, with an 
expectation of regular, meaningful outreach and engagement. 

• Develop and execute individualized cultivation, solicitation, and stewardship plans for 
each portfolio donor, applying a disciplined moves management approach. 

• Identify, qualify, and develop new prospects from existing donor files, board 
connections, community relationships, and other sources. 

• Craft compelling proposals, gift agreements, impact reports, and donor 
correspondence in close collaboration with the Executive Director/CEO. 
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• Partner with leadership and board members to engage high-capacity donors and 
prospects in meaningful ways aligned with organizational priorities. 

• Maintain timely, accurate records of all donor interactions, strategies, and solicitation 
plans in the organization's CRM system. 

• Meet or exceed annual major gift revenue goals established in partnership with 
leadership. 

 

The Giving Branch Society 

• Serve as the primary staff lead for The Giving Branch, the organization's major donor 
giving society, providing strategic direction and day-to-day management of the program. 

• Develop and execute a comprehensive strategy to grow Giving Branch membership, 
with a focus on upgrading existing donors and qualifying new prospects at the $2,500+ 
level. 

• Design and implement a meaningful stewardship program for Giving Branch members, 
including personalized communications, recognition opportunities, and regular mission 
updates that deepen member engagement and retention. 

• Plan and coordinate Giving Branch events, including cultivation gatherings, member 
appreciation events, and behind-the-scenes experiences that connect donors to the 
organization's impact. 

• Collaborate with communications and Library program staff to develop Giving Branch 
collateral, including member benefits materials, invitations, impact reports, and 
recognition content. 

 
Planned Giving and Endowment Program 

• Oversee and grow the organization's planned giving program, including bequests, 
charitable gift annuities, IRA rollover gifts, donor-advised funds, and other deferred 
giving vehicles. 

• Serve as the primary staff lead for the Legacy Society, the organization's donor 
recognition program encompassing Carnegie49, which honors donors who have named 
the organization in their will or made a bequest commitment, managing membership, 
recognition, and ongoing stewardship. 

• Plan and execute the annual Carnegie49 brunch and other stewardship touchpoints 
that deepen legacy donors' connection to the mission and reinforce their commitment 
over time. 

• In partnership with the Executive Director/CEO and the Legacy Committee, develop a 
recognition and stewardship program for endowment donors that reflects the 
significance and permanence of their gifts. 

• Manage relationships with endowment donors, including gift agreements, annual 
impact reporting, and personalized stewardship that connects donors to the lasting 
difference their fund makes. 

• Identify planned giving and endowment prospects within the major gift portfolio and 
introduce legacy giving conversations organically and at the right moment in the 
relationship. 
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• Stay current on planned giving vehicles, trends, and legal considerations; serve as an 
internal resource for colleagues on legacy and endowment gift topics. 

 
Team Leadership and Pipeline Development 

• Supervise, coach, and support the Annual Giving Manager/Associate, providing regular 
feedback, guidance, and professional development to strengthen performance and the 
donor pipeline. 

• Collaborate with the Annual Giving Manager to identify mid-level donors with major gift 
potential and create pathways for cultivation and upgrade. 

• Assist in developing donor journey strategies across giving levels to ensure a connected, 
mission-aligned experience from first gift through major and planned giving. 

• Conduct regular one-on-one check-ins and contribute to the annual performance 
review process for direct reports. 

 
Internal Collaboration and Organizational Engagement 

• Work closely with the Executive Director/CEO and leadership to align major gift strategy 
with organizational priorities and campaign objectives. 

• Partner with communications and Library program staff to develop mission-driven 
stewardship materials, impact stories, and donor recognition content. 

• Represent the organization at cultivation events, community gatherings, and donor-
facing engagements as needed. 

• Support board engagement in fundraising, including preparing briefings, solicitation 
strategies, and talking points for board members making asks. 

• Support the planning and execution of the annual gala, serving as a key development 
staff liaison for donor cultivation, table management, sponsorship stewardship, and 
post-event follow-up with major gift prospects and donors. 

• Oversee the gift acknowledgment process for all individual gifts, ensuring timely, 
accurate, and mission-aligned acknowledgment letters and receipts that reflect the 
organization’s gratitude and stewardship values. 

 

QUALIFICATIONS 

 
Education and Experience 

• Bachelor's degree required; advanced degree in nonprofit management, public 
administration, or a related field preferred. 

• Minimum 7 years of progressive frontline fundraising experience, with a demonstrated 
track record of personally closing major gifts. 

• Proven experience managing a major gift portfolio and applying moves management 
principles. 

• Experience with planned giving concepts and vehicles, including bequests, donor-
advised funds, and endowment gifts. 
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• Prior supervisory or mentorship experience preferred. 

 
Skills and Competencies 

• Exceptional relationship-building skills with the ability to engage donors, board 
members, and community partners with warmth, discretion, and professionalism. 

• Strong written and verbal communication skills, including the ability to craft compelling 
proposals and donor correspondence. 

• Highly organized and self-directed, with the ability to manage multiple priorities and 
deadlines in a dynamic environment. 

• Proficiency with donor management/CRM systems; experience with Raiser's Edge 
preferred. 

• Commitment to the mission, values, and community served by the Library Foundation. 

• CFRE credential is a plus but not required. 
 

WORK ENVIRONMENT 

This is a full-time, exempt position. Hybrid work arrangements are available, with some 
evening and weekend availability required for donor events. Local and occasional regional 
travel is expected as part of the role. 
 

EQUAL OPPORTUNITY EMPLOYMENT 

LBPLF is an equal opportunity employer committed to building a diverse and inclusive 
workplace. We encourage applications from candidates of all backgrounds, identities, and 
lived experiences. 
 

WHY YOU WILL LOVE WORKING HERE 

 
We offer: 

• Competitive salary of $110,000–$140,000, commensurate with experience. 
• Medical, dental, and vision coverage, 100% employer paid. 
• Simple IRA with employer matching of 3%.  
• Generous PTO includes vacation, sick time, and paid holidays 

• Team bonuses available based on Board-approved discretion. 
• Cell phone stipend. 
• Flexible, hybrid work environment based in Long Beach. 
• A mission that matters: you will help ensure that everyone in Long Beach has access to 

the library resources, programs, and opportunities they deserve. 
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HOW TO APPLY 

Do you believe in the power of libraries to transform lives in Long Beach? We’d love to hear 
from you. Please submit a resume and cover letter to veronica@lbplfoundation.org. 
Applications are reviewed on a rolling basis until the position is filled. Questions or need 
accommodations? Reach us at veronica@lbplfoundation.org. 

mailto:veronica@lbplfoundation.org
mailto:veronica@lbplfoundation.org

