
 

 
 

DIRECTOR OF PLANNED GIVING 
 
 
Job Summary:  The Director of Planned Giving will play an integral part in achieving the department's 
strategic goal of significantly increasing support through legacy gifts from alumni, parents and friends of 
U of D Jesuit. The Director will be responsible for managing a portfolio of prospects from qualification to 
stewardship, conducting visits, assisting with marketing and events, and achieving set metrics and goals.  
 
Our Mission:  University of Detroit Jesuit High School and Academy is committed to providing the 
highest quality Jesuit Catholic college preparatory education for young men throughout metropolitan 
Detroit. University of Detroit Jesuit, in collaboration with parents, will challenge its students to go 
beyond academic excellence, to be reflective, to be committed to the service of faith and promotion of 
justice, and to be “Men for Others.”   
 
Our School: U of D Jesuit strives to develop graduates who are open to growth, committed to doing 
justice, loving, religious, and intellectually competent.  Employees must be committed to understanding, 
promoting, and modeling the mission and vision of U of D Jesuit in their day-to-day activity. U of D Jesuit 
prohibits the abuse and mistreatment of students and takes seriously any report of suspected abuse. 
Every employee is required to adhere to policies relating to boundaries with students, report any 
suspicious and inappropriate behaviors promptly, and attend abuse risk management training as 
scheduled. 
 
Application Procedures:  Submit cover letter, resume, and a completed non-teaching application form 
(located at https://www.uofdjesuit.org/quicklinks/employment-opportunities) to the email address 
indicated on the application form. 
 
U of D Jesuit reserves the right to close this posting prior to its original end date once a sufficient number 
of applications have been received. 
 
Reports to:  Vice President for Institutional Advancement 
 
Employment Category:  Part-time, Non-exempt 
 
Work Schedule:  20-24 hours per week 
 
Duties and Responsibilities: 
 
1. Maintain and enhance Arrupe Society Planned Giving program. Work to ensure that the 

program continues to be an integral part of the overall development effort.  
2. Annually steward members of the Arrupe Society. 



 

3. Cultivate planned gift prospects, prepare financial illustrations of proposed gifts, and draft gift 
agreements for review by prospects and their advisors. 

4. Identify planned gift prospects based on analysis of past giving trends, relationships and other 
relevant criteria. 

5. Develop and produce materials to market Arrupe Society.  
6. Write articles for institutional publications that highlight planned gift opportunities. 
7. Oversee multiple mailings and emails that highlight planned gift opportunities. 
8. Monitor and update planned giving website. 
9. Participate in professional development activities of the Planned Giving Roundtable and report 

relevant information back to the development department. 
10. Maintain complete and accurate files of existing and future gift files.  
11. Attend development receptions and cultivation events as required. 
12. Other duties and responsibilities as assigned. 

Qualifications, Experience, and Abilities:  
 
1. Bachelor’s degree or a combination of education and experience. 
2. Five years of fundraising experience - either major gifts or planned giving. 
3. Development certification (CFRE) preferred. 
4. Excellent written and verbal communications skills. 
5. Excellent interpersonal skills and high-level organizational skills. 
6. Demonstrated ability to maintain sensitive and confidential information. 
7. Ability to manage and prioritize multiple tasks. 
8. Experience using Raiser’s Edge and its capabilities.   
9. Proficiency in using Microsoft Office Suite and Google Suite software.  
10. Availability to work a flexible schedule to include occasional evenings and weekends. 
 
Physical Working Conditions: 
 
Must be able to lift light weight objects (1 to 10 pounds) with no repetitive bending or stooping.  
Occasionally lift average weight objects (10 to 20 pounds). 
 
Working Environment: 
 
Regular exposure to favorable conditions such as those found in a normal office. 
 
This posting documents the general nature and level of responsibility associated with this position. It is 
not intended to be a comprehensive list of all activities, duties and responsibilities required of 
incumbents. It is not intended to limit or modify the right of any supervisor to assign, direct and monitor 
the work of employees under their supervision. 
 
Compensation:  Commensurate with qualifications and experience. 
 
University of Detroit Jesuit High School and Academy is an Equal Opportunity Employer and considers all 
candidates for employment equally regardless of age, color, national origin, race, sex, disability status, 
protected veteran status, or any other characteristic protected by law. Because of its status as a 
religious entity the school may consider a candidate’s religious affiliation in its employment decisions, 



 

consistent with State and Federal law.  
 


