
 
 
 
 
 

 
Special Gifts Officer 
Phelps Hospital, Northwell Health 
Sleepy Hollow, New York 
 
 
POSITION DESCRIPTION 
Identifies, qualifies and manages portfolio of active and prospective donors from direct mail 
and grateful patient programs, Founder’s Giving Society, e-philanthropy, fundraising and 
stewardship events, and outpatient/inpatient lists.  Cultivates a "culture of philanthropy". 
Partners with Constituency Program and Major Gifts to build major gifts pipeline and to fulfill 
goals and objectives.   
 

1. Participates in the development of long and short-term strategic plans in conjunction 
with Constituency and Major Gifts team to build donor pipeline.  

2. Identifies, qualifies, cultivates, manages, solicits and stewards active portfolio of 100+ 
donors and prospects with gift capabilities of up to $50,000. 

3. Collaborates with Major Gifts team, identifies and transitions donors with $50,000+ 
potential. 

4. Works in conjunction Sr. Associate Director, Annual Giving, Special Events team, and 
Prospect Research and Development team, to identify and implement strategies for 
potential donors from annual fund programs, fundraising events and cold prospect lists. 

5. In conjunction with Sr. Associate Director, Annual Giving, develops and implements an 
inpatient/outpatient prospecting initiative, including direct mail and cold calls to 
potential donors.    

6. Participates in stewardship and fundraising events.   
7. Performs related duties, as required. 

 

REQUIREMENTS 
 Bachelor’s Degree in marketing, public relations, business management or related field, 

required. 
 Minimum of five (5) years progressive related experience in fundraising, for profit 

revenue generating, including securing five figure gifts/sales. 
 Experience working with donors and/or prospects, developing appropriate cultivation 

strategies, moving potential donors toward solicitation and closure; making cold 
prospecting calls, and maintaining stewardship contacts. 

 Strong written and verbal communication skills; excellent organizational and 
interpersonal skills, required. Ability to interact with employees at all levels. 
Knowledge of and experience with Raiser’s Edge system, preferred. 

 

 



About Phelps Hospital, Northwell Health 
Set on 69 rolling acres overlooking the Hudson River along Route 9 in Sleepy Hollow, New York, 
Phelps Memorial Hospital Center has a proud tradition as a 238-bed not-for-profit acute care 
hospital committed to providing outstanding medical and mental healthcare to the residents of 
Westchester County and surrounding communities. 
 

Northwell Health is New York State’s largest health care provider and private employer, with 23 

hospitals, about 750 outpatient facilities and more than 13,600 affiliated physicians. We care 

for over two million people annually in the New York metro area and beyond, thanks to 

philanthropic support from our communities. Our 70,000 employees – 16,000-plus nurses and 

4,000 employed doctors, including members of Northwell Health Physician Partners – are 

working to change health care for the better.  

 

Salary range is $55,000 to $85,000, commensurate with experience, with strong benefits.  

Phelps Hospital, Northwell Health is an Equal Opportunity Employer. 

Interested Applicants should submit a resume and cover letter to Leigh Swan, Talent Acquisition 

Specialist to lswan3@northwell.edu. 
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