
 

 

 

Director of Development 
 

 

General Description 
The Director of Development works closely with the Principal to oversee and manage all aspects of 
CCA’s fundraising. The Director of Development must be able to think strategically and practically to 
implement a comprehensive and results-oriented development plan that includes traditional and 
innovative strategies. Key components of this plan should include goals, strategies, and timetables for all 
aspects of giving.  
 
Hours 
An average of 7 hours a week, mostly working from home. The understanding is that some weeks might 
be less and other weeks (like during a campaign) might be more.  
 
Accountability 
The Director of Development reports to the Principal.  
 
Supervision 
Free Fundraising Coordinator and volunteers as needed.  
 
Position Responsibilities 
The Director of Development must meet all the general qualification for CCA staff members and will: 
 

1. Develops and implements a short and long-term advancement plan to meet established 
development goals and objectives. This may include, but is not limited to, strategic initiatives for 
securing major gifts, donations to CCA, corporate and foundation grants, endowment gifts, alumni 
giving program, defining stewardship, enhancing special fundraising/cultivation events, and 
developing new approaches to supporting traditional advancement initiatives.  

2. Works collaboratively and creatively with the Director of Recruitment and Retention and Director 
of Marketing to appropriately position development opportunities and integrate messages in 
publications, grant submissions, reports, and collateral materials for cultivating and stewarding 
donors.  

3. Works collaboratively with key constituents including board members, alumni, grandparents, 
parents, friends, and community members through (acknowledgement and relationship-building) 
cultivation efforts.  

4. Clearly articulates and promotes a strong case of need for giving and builds opportunities to create 
and sustain a culture that understands the relationship between giving and a unique, quality 
Christian education.  

5. Oversees management of gift processing and donor acknowledgement, a donor database, and 
financial reporting 

6. Solicit “Wish List” items from teachers. Get approved by Board. Post online and update throughout 
the year. Work with the Purchasing Coordinator to obtain the item and then write a thank you 
note.  

7. Be available to help other staff and parents get the information they need for donation requests 
for school events and programs 



8. Manages prospect research and cultivation initiatives with a special emphasis on pursuing 
strategies to secure or increase giving from donors. This includes providing a structure and process 
for key advancement and leadership staff, and Board of Directors, for a regular review of strategies 
attached to solicitations of potential donors.  

9. Develops strategies for existing donors to effectively move them through a meaningful cycle of 
giving. 

10.  Meets regularly with the Principal regarding program goals and initiatives and provides quarterly 
reports to the Board of Directors.  

11. Attends school events and activities and fosters significant pride and excitement for fundraising 
efforts  

12. Serve on the Scholarship Committee.  
13. Attends and participates in the yearly Strategic Planning meeting (typically held during the summer 

months).  
14.  Regularly keeps the Principal informed of the fund-raising activities.  
15. Approve all internal fundraising requests as needed. Help promote when possible. 

a. OM: Poinsettia Sale – Nov.  
b. OM: Candy Gram Sale – Feb. 
c. House Council: Bake Sale – April 
d. Others as approved or needed.  

16. To annually review and evaluate current development programming and make necessary budget 
and goal modifications.  

17. Support CCA, its mission, and its leadership.  
18. Perform other duties as assigned by the Principal and to assist in areas of school life.  
 
Qualifications 
1. Demonstrates servant leadership, understands and supports the vision and mission of CCA, and 

exemplifies a collaborative, decisive, motivating, and engaging communication style.  
2. Experience in fundraising, particularly by securing major gifts from corporations, successfully 

managing campaigns, and engaging a community of motivated supporters.  
3. Experience in nonprofit fundraising, preferably within a private, Christian school is preferable but. 
4. Ability to balance multiple priorities in a complex environment.  
5. Working knowledge of development best practices (or willingness to research), trends in (Christian 

school) education and development, fundraising tools and technology, including donor databases, 
e-mail and online campaigns, and donor research.  

6. Extreme tact and discretion, attention to detail, and a commitment to excellence.  
7. Excellent written and verbal communication skills.  
8. Bachelor's degree in Communications, Marketing, Business Administration, or other related field.  


