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Chief Advancement Officer 
Job Description 

 

MedWish Medworks (MW2) is a humanitarian nonprofit organization dedicated to advancing health 
equity and environmental sustainability. We achieve this by providing essential care, redistributing 
surplus medical supplies, and connecting medically underserved communities with vital resources, in 
Northeast Ohio and around the world. MedWish Medworks was formerly MedWish International and 
Medworks. We merged in September 2024 and together, we can make an even bigger impact through 
our work. Visit www.medwish.org to learn more.  
 
Position Overview: 
The Chief Advancement Officer (CAO) plays a critical leadership role in driving the organization’s 
fundraising and financial strategies. This senior-level position will manage all aspects of the 
organization’s advancement efforts, ensuring effective strategic fundraising, donor relations, and 
financial oversight of charitable giving and restricted funds. The CAO will work closely with the CEO, 
Finance Committee, Advancement Committee, Business Specialist, Communications & Grants Specialist, 
and Advancement Assistant to meet organizational fundraising goals, ensure proper financial oversight, 
and advance the organization’s mission. 
 
RESPONSIBILITIES: (The following are not designed to contain or be interpreted as an exhaustive list of 
all duties, or responsibilities required of the employee assigned to this job. Management retains the 
discretion to add to or change the duties of this position at any time.) 
 
Leadership and Management 

 As a member of the leadership team, the CAO will assist with setting goals and priorities for the 
organization, day-to-day team management and development, and work to continuously 
develop and improve systems and strategies to meet business goals and objectives. 

 Manage and oversee the completion of the duties/responsibilities of the advancement arm of 
MW2. This includes, but may not always be limited to, the Advancement Assistant, 
Communications & Grants Specialist, grants consultants, marketing and social media 
consultants, and event planners.   

 Serve as a community representative for MW2, building relationships with strategic 
stakeholders including government officials, community leaders, volunteers, media, and more.  

 
Fundraising and Donor Relations 

 Working with the CEO and in alignment with the organization’s strategic plan, establish annual 
and long-range fundraising goals with a focus on building strong donor relationships and 
maximizing donor contributions. Coordinate all efforts to ensure a cohesive and coherent 
overall plan is executed that is geared towards growth and sustainability for the organization.  

 Develop and oversee giving appeals and campaigns, with a special focus on the year end 
campaign. This includes directing and overseeing the production of marketing materials, 
determining campaign timelines, finalizing donor lists, developing written materials and case 
statements, accounting and overseeing the acknowledgement processes, and executing donor 
stewardship.  

http://www.medwish.org/
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 Develop, launch, and lead the MW2 major gifts program, corporate giving program, and 
volunteer giving program. This will include identifying and expanding our donor pool, facilitating 
comprehensive moves management, coordinating prospect cultivation activities, and ensuring 
strong fund stewardship. The CAO will be responsible for developing cases for support and 
giving programs, and determining pipelines, and making asks.  

 Oversee the donor stewardship process, growing relationships and ensuring all gifts are properly 
acknowledged, recorded, and recognized in a timely and accurate manner. 

 Oversee the MW2 grants program, with a specific personal focus on foundation/corporate 
relations and financials. Grant writing and narrative reporting will be completed by grant 
consultants and the Communications & Grants Specialist, but the CAO will review and approve 
all work, determine the nature of asks, monitor and ensure appropriate fund usage, provide 
financial details needed for program budgets and reports, and serve as the primary contact for 
foundation/corporate relations along with the CEO. 

 Along with the CEO and the advancement team, plan and execute fundraising events that 
generate revenue to support MW2. This includes the annual major fundraiser and may include 
smaller events. The CAO will be responsible for developing sponsorship opportunities for events 
and actionable prospect pipelines, serving as the primary fundraiser.   

 Use data-driven insights to inform fundraising strategies and decision-making, ensuring optimal 
allocation of resources. 

 Serve as the primary staff liaison/lead to the Advancement Committee, working with the Chair 
to develop meeting agendas, provide organizational updates on fundraising, progress 
committee projects forward, and engage/recruit committee members. 

 Along with the CEO, develop a communications plan for the organization, comprehensive of 
marketing platforms and methods. Oversee the work of the Communications & Grants 
Coordinator, marketing consultants, and social media consultants to ensure the plans are 
executed.  
 

Financial Management  

 Collaborate with the Business Specialist and CEO to develop and manage individual program 
budgets based on program needs, fundability, and organizational goals, ensuring alignment with 
the overall organizational budget and strategic plan. 

 Work closely with the Business Specialist and CEO to monitor the organization’s financial health 
and ensure that financial records are accurate and up-to-date. 

 Work with the Advancement Assistant to ensure all pledges are received, properly recorded, 
and acknowledged. 

 Coordinate with internal teams to ensure alignment of financial and fundraising goals, ensuring 
smooth implementation of strategies across the organization in keeping with fund receipts. 

 Serve as a liaison to the Finance Committee, providing regular updates on fundraising pipelines 
and progress toward financial goals. 

 Maintain close oversight of restricted fund usage, working with the Business Specialist to ensure 
compliance with funding restrictions and reporting requirements.  

 Regularly analyze financial reports, donor data, and fundraising metrics to assess progress 
toward goals and identify areas for improvement. 

 
Other Responsibilities 
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 Assist with facility maintenance and cleaning needs as requested. 
 Exhibit conduct that reflects MedWish Medworks’ core values.  
 Assist with mission critical projects such as events, clerical projects, clinics, and the annual 

inventory audit. 
 Conduct the monthly Safety Audit at least once per year. 
 Assist with donation drop offs.  
 Follow MedWish’s health and safety protocols and standards, and promote a safe and 

productive work environment for all staff, volunteers, and visitors.  
 

Qualifications: 
 Must embrace the mission of MedWish Medworks.  
 At least 7 years of experience in fundraising within a nonprofit organization. 
 At least 5 years of direct team management experience.  
 At least 3 years of nonprofit financial management experience. 
 Bachelor's degree in business, finance, accounting, nonprofit management/administration, or a 

related field is preferred.   
 Proven ability to grow fundraising efforts of a nonprofit with demonstrated success in major 

gifts from individuals, foundations, and corporations. 
 Strong financial acumen, with experience in budgeting, financial reporting, and working with 

financial teams. Proven ability to manage restricted funding and ensure compliance with grant 
restrictions. 

 Excellent record-keeping and organizational skills, with proficiency in Excel and other financial 
management software. 

 Strong leadership and interpersonal skills, with the ability to build relationships and work 
collaboratively with internal and external stakeholders. 

 Excellent written and verbal communication skills, with the ability to present compelling 
information to diverse audiences. 

 Demonstrated expert knowledge of best practices for donor database management, gift 
acknowledgements, and moves management.  

 Ability to succeed in a fast-paced, non-traditional work environment. 
 Must pass a background check and drug screen. 
 Ability to lift 25 pounds. 

 
Compensation: Competitive salary, commensurate with experience, plus a comprehensive benefits 
package. 
JOB TYPE: Salaried, Exempt  
SCHEDULE: Full-Time with an in-office presence Tuesday-Friday from 8am-5pm. Some nights and 
weekends will be required for special events and meetings.  
 
The Chief Advancement Officer will play a key role in ensuring the long-term financial growth and 
stability of the organization, while providing leadership and management to a talented team dedicated 
to advancing the mission. If you are a passionate fundraiser with a strong financial background and a 
passion for strategic thinking and professional growth, we encourage you to apply. 
 

To apply, please send your resume and cover letter to kfoster@medwish.org in addition to completing 
MW2’s online employment application. 
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