Erlanger Criteria Based Job Description

Major and Planned Gifts Director

(Cardiology, Orthopedics and Urology)                                              


	Name:  


	Job Code: P2202


	Job Title:  Major and Planned Gifts Director

	Supervisor: Executive Director of Dev.

	5 Digit Employee ID #:


	Evaluator Name:  

	Department Name:  Development
Cost Center # 8333
	( 6 Month   (Annual (check one)

From:                            To:  


Our Mission






Revised 2/21/2020
We compassionately care for people.

Our Vision

Erlanger is a nationally-acclaimed health system anchored by a leading academic medical center. As such we will deliver the highest quality, to diverse populations, at the lowest cost, through personalized patient experiences across all patient access points. Through innovation and growth, we will sustain our success and spark economic development across the Chattanooga region.

Our Core Values

Excellence - We distinguish ourselves and the services we provide by our commitment to excellence, demonstrating our results in measurable ways.

Respect - We pay attention to others, listening carefully, and responding in ways that demonstrate our understanding and concern.

Leadership - We differentiate ourselves by our actions, earning respect from those we lead through innovation and performance.

Accountability - We are responsible for our words and our actions. We strive to fulfill all of our promises and to meet the expectations of those who trust us for their care.

Nurturing - We encourage growth and development for our staff, students, faculty and everyone we serve.

Generosity - We are giving people.  We give our time, talent and resources to benefit others.

Ethics - We earn the trust by holding ourselves to the highest standards of integrity and professional conduct.

Recognition - We value achievement and acknowledge and celebrate the accomplishments of our team and recognize the contributions of those who support our mission.

Job Summary:

The Major and Planned Gifts Director shall plan, implement and manage efforts to identify, cultivate and successfully solicit donors who wish to make investment-level gifts to support the mission of Erlanger Health System through the organization’s philanthropic arms, the Erlanger Health System Foundation.  He or she will be a senior member of the foundation team who will work both independently and in collaboration with Foundation and hospital leadership and Boards of Directors.  
This position will focus on building philanthropic engagement and investment in the Heart and Lung Institute, Orthopedic Institute and Urology service lines.  In this position, this person will work closely with both the physician and administrative leaders of these three service lines to build a case for support and create a culture of philanthropic partnership that includes engaging grateful patient families treated in these service areas.  This person must be a highly motivated self-starter and preferably have a history of building fundraising programs in a health-related organization.  This candidate will build and maintain a portfolio of prospects and donors and work in collaboration with colleagues in the Foundation as it relates to event or corporate giving opportunities.

The successful candidate will report to the Executive Director of Development for Erlanger Health System.  
Education:

Required:  Bachelor’s degree in a related field. De-escalation training, if applicable.
Preferred:  Continuing professional education in development or a related field
Experience:

Required:  Five years fund development experience with responsibility for planning, maintaining and executing personal solicitation programs or related experience in public relations, marketing, communications or financial sectors.  Excellent written and oral communication skills to effectively share the story of our institution and our programs.  A strong candidate will have knowledge of the community and a strong commitment to the mission and culture of Erlanger Health System.
Preferred:   Development experience in a healthcare setting preferred
Position Requirement(s): License/Certification/Registration

Required:

· Commitment to professional fund development ethics

· Excellent organizational and follow-through skills

· Excellent interpersonal skills  

· Excellent written and oral communication skills
· Ability to manage multiple projects and deadlines in a fast-paced environment

· Self-starter with the ability to work independently with minimal supervision

· Commitment to providing excellent customer service

· High degree of professionalism and maturity 

· Ability to work independently 

· Attention to detail 

· Ability to work collaboratively with peers, board leadership and hospital leadership 
· Ability to work within an operating budget 

· Goal and deadline-oriented work ethic.
Preferred:
· Proficiency with Blackbaud donor management software strongly preferred

· CFRE designation or coursework toward that objective
Circle which requirement applies to the position:

Sedentary   
=    Primarily sitting/lifting 10 lbs. Max

Light         
=    Lifting 20 lbs. maximum with frequent lifting/carrying up to 10 lbs.

Medium    
=    Lifting 50 lbs. maximum with frequent lifting/carrying 25 lbs.

Heavy       
=    Lifting 100 lbs. maximum with frequent lifting/carrying up to 50lbs.

Very Heavy
=    Lifting objects over 100 lbs. maximum with frequent lifting/carrying more than 50 lbs.

Check the appropriate column:

O=Occasionally=0%-33% of the work shift

F=Frequently=34%-66% of the work shift

C=Constantly=67%-100% of the work shift

	Physical Factors
	Not Present
	O
	F
	C

	Standing
	
	
	X
	

	Walking
	
	
	X
	

	Sitting
	
	
	X
	

	Pushing (wt 100+)
	
	X
	
	

	Pulling (wt 100+)
	
	X
	
	

	Stooping
	
	X
	
	

	Kneeling
	
	X
	
	

	Crouching
	
	X
	
	

	Crawling
	
	X
	
	

	Reaching
	
	X
	
	

	Filing
	
	X
	
	

	Typing (computer)
	
	
	
	X

	Xeroxing
	
	X
	
	

	Talking
	
	
	
	X

	Hearing
	
	
	
	X

	Color Vision
	
	
	
	X

	Driving
	
	X
	
	

	Environmental Conditions
	
	
	
	

	Exposure to weather
	X
	
	
	

	Extreme heat
	X
	
	
	

	Extreme cold
	X
	
	
	

	Noise
	
	
	
	

	Hazardous Waste
	
	X
	
	

	Atmospheric Conditions
	
	X
	
	

	Dust, Vapors, Fumes
	X
	
	
	

	Other (odors)
	
	X
	
	


	Employee Competency/Performance Assessment




Department Position Summary:

· Provide strategic leadership to the foundation as a member of the foundation management team

· Implement elements of the strategic plan related to sustain and enhance the major gifts effort

· Develop annual goals and objectives for the major gift program in collaboration with the EDD
· Plan, organize and implement cultivation, solicitation and stewardship activities for those individuals, corporations or foundations able to make gifts of $10,000 or more to the Foundations

· Work with trustees, physicians, volunteers and development staff to advance the major gifts program 

· Prepare written proposals to donors and prospects to motivate increased levels of giving by placing emphasis on areas of special interest within the health system

· Serve as the key foundation representative on personal solicitation calls 

· Maintain frequent personal contact and communication with prospects, donors, board members and other key constituents to strengthen relationships

· Identify new major donor prospects on an ongoing basis

· Coordinate prospect research on major gifts prospects and donors

· Produce reports to monitor progress toward goals and program effectiveness
· Ensure appropriate and adequate acknowledgement and recognition of all major gifts donors

Clinical competency is evaluated annually using a variety of mechanisms.  It focuses on the population-specific needs of the customers served by the staff member.  

Specifically for this department:

____
             Neonates/Infant

____

Toddler

____

Preschooler

____

School Age/Adolescent

____

Adult 

__ __

Geriatric

__x__

N/A

	
	Scoring Instructions

All employees must be rated on performance of core competencies that have been demonstrated during the evaluation period.  Employees who have not performed a core competency in the evaluation period must still demonstrate their competency to perform the task. Please score the employee on each task using a numerical rating 0-2 as described below.  Calculate an average score for each section and put the total average score at the end of the competency form.

	0
	Does not meet standard - Employee does not meet standard and/or lacks the minimum skills necessary for task performance. Employee has received corrective counseling/action in the form of a written warning in this aspect of the job during the review period.

	1
	Meets standard - Employee has a thorough knowledge of the job responsibilities including the skills and ability to perform job independently.  Employee has a good understanding of when and why tasks are performed, and is able to identify resources if additional information is needed.

	2
	Exceeds standard - Employee consistently performs above what is required.  Performance is characterized as high quality and quantity of work and consistently takes the initiative to do more than what is expected in both core competencies and Mission, Vision and Core Values.  This employee helps others in a cohesive teamwork environment and is used in the capacity of mentoring other employees, such as precepting new hires. 


The following section does not require a numerical score.   Please circle the correct answer of Yes, No or N/A for each inquiry. 

Competency:

	Attended hospital orientation as expected (if applicable)
	Yes  No  N/A

	Has completed all required TJC/DNV/ HLC training
	Yes  or  No

	Annual credentialing checklist completed                  DATE:
	Yes  No  N/A

	Verified active status of licensure/certification/registration 
	Yes  No  N/A

	Corporate Compliance:

Follows Erlanger’s Code of Conduct & Ethics

Complies with all parts of the Corporate Compliance Program                              


	Yes  or  No

Yes  or  No



	                                                                                                                                               Score*
A.  CORE COMPETENCIES                                                                                                  0, 1, 2                                                                                                                           

	1. Provide strategic leadership as a member of the foundation management team
	

	2. Implement elements of the strategic plan to sustain and enhance the major gifts effort
	

	3. Develop goals and objectives for the major gift program in collaboration with the EDD
	

	4. Plan, organize and implement cultivation, solicitation and stewardship activities for those individuals, corporations or foundations able to make gifts of $10,000 or more
	

	5. Work with trustees, physicians. volunteers and staff to advance the major gifts program
	

	6. Prepare written proposals to donors and prospects to motivate increased levels of giving by placing emphasis on areas of special interest within the health system
	

	7. Serve as a key foundation representative on personal solicitation calls
	

	8. Maintain frequent personal contact and communication with prospects, donors, board members and other key constituents to strengthen relationships
	

	9. Represent the complete institution and the spectrum of giving with assigned prospects
	

	10. Identify new major donor prospects on an ongoing basis
	

	11. Coordinate and conduct prospect research on major gifts prospects and donors
	

	12. Maintain comprehensive major donor files
	

	13. Use and promote moves management principles in the cultivation of major gifts donors
	

	14. Coordinate with the planned giving effort as appropriate
	

	15. Ensure appropriate acknowledgement and recognition of all major gifts donors
	

	16. Maintain current knowledge in all aspects of major gift and planned giving legislation
	

	17. Arrange tours, meetings and/or introductions of donors/prospects to hospital leadership
	

	18. Participate in appropriate civic organizations, social events, health system functions, etc.
	

	19. Maintain membership and provide leadership in appropriate philanthropic associations
	

	20. Produce reports to monitor progress toward goals and program effectiveness
	

	21. Work with leadership volunteers from the board and committees to execute program objectives and to effectively interface with donors
	

	22. Perform other duties as may be reasonably required by the EDD
	

	23. Perform evening and weekend work and travel as required
	

	Sum of Scores ÷ number of elements scored =CORE COMPETENCIES
 Section Score
	

	*Specific documentation required to provide support for any score of “0” or “2” 


	B.  Standards of Behavior: 

(Each of the following elements applies to all employees)
	  Score*

  0, 1, 2

	1. Respects cultural diversity and sensitivity of all customers
	

	2. Adhere to HIPAA regulations
	

	3. Adhere to Hospital Policies & Practice
	

	4. Aware of department specific QI program
	

	5. Participate and attend unit staff meetings (attends<70% scheduled = 0, attends 71% - 90% scheduled = 1, attends > 91% scheduled = 2)
	

	6. Reviews and acknowledges unit communication information (reviews < 70% information = 0, reviews 71% - 90%  information= 1, reviews > 91% information = 2) 
	

	7. Explain to customers all wait times, expected or unexpected 
	

	8. Functions independently
	

	9. Utilizes problem solving abilities
	

	10. Shows initiative
	

	11. Manages time effectively
	

	12. Maintains organizational abilities during stressful situations
	

	13. Conducts himself or herself in a professional manner; is considered reliable by peers
	

	14. Receives and disseminates information effectively and appropriately
	

	15. Negotiates in a professional manner with floors/unit/departments 
	

	16. Demonstrates effective interpersonal skills
	

	17. Available for work as scheduled
	

	Sum of Scores ÷ number of elements scored =STANDARDS OF

                                                                                                        BEHAVIOR

 Section Score
	

	*Specific documentation required to provide support for any score of “0” or “2”
	


	Each of the following elements applies to all employees. The following is scored with an “S” for Satisfactory or a “U” for Unsatisfactory. N/A (Not applicable) is not an acceptable score. 

	SECTION 2:  Mission, Vision and Core Values                                                                      S or U                            

	Mission
	

	Associate Compassionately cares for people
	

	
	

	Vision
	

	Associate understands our vision:

Erlanger is a nationally-acclaimed health system anchored by a leading academic medical center. As such we will deliver the highest quality, to diverse populations, at the lowest cost, through personalized patient experiences across all patient access points. Through innovation and growth, we will sustain our success and spark economic development across the Chattanooga region.
	

	
	

	Core Values
	

	Excellence - Associate distinguishes oneself and the services they provide by their commitment to excellence and demonstrating results in measurable ways.
	

	
	

	Respect - Associate pays attention to others, listening carefully, and responding in ways that demonstrate their understanding and concern.
	

	
	

	Leadership - Associate differentiates oneself by their actions, earning respect from those they lead and/or work with through innovation and performance.
	

	
	

	Accountability - Associate is responsible for their words and their actions. Employee strives to fulfill all of their promises and to meet the expectations of those who trust them for their care.
	

	
	

	Nurturing - Associate works well with fellow staff -members, customers, and other stakeholders while encouraging growth and development.
	

	
	

	Generosity - Associate gives their time, talent and resources to benefit others.
	

	
	

	Ethics - Associate earns trust by holding oneself to the highest standards of integrity and professional conduct.
	

	
	

	Recognition - Associate values achievement and acknowledges and celebrates the accomplishments of their team and recognizes the contributions of those who support our mission.
	

	
	

	Specific documentation required to provide support for any score of less than 70% or greater than 90%
	

	Mission, Vision and Values Section Score:  
	

	[ # “Satisfactory (S)” scores] ÷ 10 = _________  x 100 = _______%

                                                                     Less than or = to 70% =  0

                                                                                       71% - 90% =  1

                                                                                     91% - 100% = 2
	

	
	                                                                

	Enter Section Score Based on Above Calculation 
	


	FINAL COMPETENCY SCORE
	

	
	

	SECTION 1: CORE COMPETENCIES (WEIGHTED = 60 %)


	Enter  Section Score

	A.  CORE COMPETENCIES
	

	B.  STANDARDS OF BEHAVIOR
	

	Core Competency Final Score (SUM of A & B)________ ÷ 2)
	

	SECTION 2:  Mission, Vision and Values    (WEIGHTED = 40 %) 
	

	
	

	 FINAL COMPETENCY SCORE                                                                                    
	

	SECTION 1: CORE COMPETENCIES 

Multiply Core Competencies Final Score ______  by 0.60 
	

	SECTION 2: Mission, Vision and Values
	+

	Multiply Mission, Vision and Values Final Score ______  by 0.40 
	

	Final Competency Score [Add (1) and (2)] 
	FINAL

=


Individual Development Plan

Progress toward completion of work-related developmental goals for this evaluation period (required): 

□  Met




□  Unmet                        □ Initial Assessment


____________________________________________________________________________________________________________________________________________

Upcoming evaluation period work related developmental goals -  must apply to EHS job responsibilities (required):
__________________________________________________________________________________________________________________________________________________________________________________________________________________
Employee’s Comments (optional):  

____________________________________________________________________________________________________________________________________________

______________________________________________________________________

SIGNATURES:

Employee:







Date :

(Employee signature represents employee’s review of appraisal, but not necessarily agreement)

Evaluator:







Date:

(Must be Supervisor or Above)
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2

