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Celebrating the Colorado Plateau






Title: Planned Giving Officer
Department: Development
Status: Part-Time, Non-Exempt
Supervisor: Development Director
The Museum of Northern Arizona (MNA) seeks a Planned Giving Officer to help guide this IMLS National-Medal winning museum into a growth phase in its 9th decade celebrating the natural and cultural heritage of the Colorado Plateau. The organization’s 200-acre campus includes a Museum showcasing the geology, anthropology and art of the region; state-of-the-art research facilities; and a world-class, Platinum LEED-certified collections center. MNA’s award-winning Heritage Festivals of Arts & Culture (Zuni, Hopi, Navajo, and Latino) have drawn thousands of national and international visitors since they commenced more than 80 years ago. The Museum works in collaboration with native peoples of the region to protect and foster their cultures, traditions, and beliefs by encouraging artistic expression and supporting, empowering, and educating visitors about their art and culture.
Position Description: MNA seeks a Planned Giving Officer who will work with the Development Team to manage and implement the planned giving program.
Major Tasks and Responsibilities:
· Continue stewardship of donors who have already announced a commitment to planned giving.
· Cultivation of prospective donors who you research and profile to be a part of planned giving at the Museum.
· Meet with prospective donors and committed donors
· Present the planned giving program in large and small settings
· Generate program reports around planned giving for the Development Team, Board and staff.
· Acts as an enthusiastic advocate and personal representative for the Museum in the community by promoting its resources, programs and services.
· Other duties as necessary, related to Development. 

Abilities, Skills, and Knowledge:
· 4 year degree or certificate

· Excellent communications skills

· Ability to effectively and professionally represent MNA to funders and members 

· Confident public speaker
· Knowledge and experience with Microsoft Office suite essential

· Prior experience in planned giving stewardship programs.
Working Conditions:
Generally work indoors, Monday through Friday. Events may require attendance on weekends and/or during evening hours.

To Apply: 
Please submit a cover letter and resume to employment@musnaz.org. If you have further questions, contact Jill Thomas at 928.774.5211 x203.
3101 N. Fort Valley Road • Flagstaff, AZ 86001 • (928)774-5211
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