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POSITION DESCRIPTION
Job Title: Director of Advancement
Reports to: SMCS President

Hours/Position: Full-Time; 12-Months; Exempt
Position Summary:

The Advancement Director is responsible for designing and implementing a multi-level Advancement plan that includes major donor, corporate and business, foundation, endowment, special event and other marketing efforts. The Advancement Director is responsible for strengthening and diversifying SMCS’s funding. The Advancement Director is a member of the leadership team that is responsible for ensuring system goals are met by developing and implementing strategic initiatives. 
Essential Job Duties: The following are typical work responsibilities. A reasonable accommodation may be made to enable a qualified individual with a disability to perform essential job duties.
· Designs, implements, evaluates and manages the immediate and long-range fundraising program of the system, including these component parts: the Annual Fund, capital and other system-related solicitations, endowment giving, planned and deferred giving, fundraising events and other formal gift initiatives

· Builds, sustains, and monitors philanthropic relationships with major and planned-giving prospects and charitable foundations
· Manages all strategies and activities for donor cultivation, solicitation, and relations 

· Seeks and maintains contact with foundations and corporations
· In partnership with the President and Business Director, serves on the SMCS Foundation Board of Directors
· Directs advancement staff and oversees all functions of the advancement department
· Seeks, develops and schedules grant proposals 

· Develops fundraising training for board of trustees and other leadership volunteers
· Assumes responsibility for all advancement reports to the board of trustees and other agencies
· Creates office systems to support all advancement projects and operations within the confines of the budget

· Oversees the management of databases and all records, files, and gift processing
· Manages the pledge reminder and acknowledgement programs 

· Works with designers and printers to promote the school’s fund and community building goals and activities 
· With assistance from the entire advancement department, oversees the management of the SMCS brand

· Supports continuity and community through strong alumni relations efforts
· Acts as a key support resource for SMCS events
· Serves as the SMCS liaison to schools for their individual fundraising events
· Performs other duties as requested
Working Conditions: Safety is essential to job performance. Employees must exercise caution and comply with standard safety regulations when involved in the following situations: 

· Balancing, bending, lifting, crouching, kneeling, reaching, and standing
· Exposure to adverse weather conditions and temperature extremes
· Exposure to blood-borne pathogens and communicable diseases
· Interactions with aggressive, disruptive, and/or unruly individuals
· Lifting, carrying, and moving work-related supplies/equipment
· Operating and/or riding in a vehicle
Qualifications:

· Strong belief in Catholic education 
· A minimum of three years professional fundraising experience
· Proven experience in designing and managing development relations programs
· Willingness to learn and ability to work with database management software
· Experience with developing and maintaining productive working relationships with board members, donors, parents, administrators, faculty and advancement team
· Excellent verbal and written communication skills 
· Ability to work as a leader and as part of a team
· Ability to maintain confidential information
I accept the above responsibilities and by signature indicate my willingness to enthusiastically participate in the implementation of the faith community.

I am able to perform all of the above duties with or without reasonable accommodation.
Signature:_____________________________________
Date:_______________________________
