
        
 
 

Associate Director of Advancement 
Annual Fund & Major Gifts 

 
The Associate Director of Advancement is an integral member of a five-person 
advancement team at Bishop O’Connell High School. The Associate is 
responsible for directing and managing the school’s annual fund and for handling 
a portfolio of major gift prospects for annual, capital and sponsorship requests. 
This is a full-time, exempt 12 month position reporting directly to the Director of 
Advancement. 
  
Annual Fund 
 
The Associate will be responsible for overseeing the successful implementation 
of a comprehensive annual fund. Under the guidance of the Advancement 
Director, with support from advancement staff, the Associate will outline and 
execute a comprehensive plan for securing annual financial support for the 
O’Connell mission from school stakeholders.  
 
The O’Connell annual fund is well-established and has grown dramatically over 
the past few years, employing a multi-media solicitation approach (face-to-face, 
personalized direct-mail, phone, and web), strategically timed and focused 
across the school year.  
 
Major Gifts 
 
While the Director of Advancement serves as the O’Connell major gifts director 
and manager, the Associate Director has important major gift duties for capital, 
annual and special event fundraising. The Associate will carry and manage a 
portfolio of major gift prospects he/she is responsible for cultivating, soliciting and 
stewarding, with annual goals for personal outreach and giving outcomes. The 
Associate will have responsibility for identification and research of new major gift 
prospects. 
 
Principal Duties 

 With the Director of Advancement, determine the best, most effective 
strategy for annual fund success based on the school’s needs, history of 
giving, electronic screening results and in-depth analytics. 

 With the Director, create the annual fund plan for the year complete with 
timelines and objectives. 

 Work closely with the database manager to create solicitation segments 
and appropriate strategies for those segments. 

 Oversee the execution of all tactical components of the annual fund: letter 
copy/print pieces, email solicitations, social media, phone scripts, 
necessary background reports for personal solicitation visits or calls, etc. 



 Work with staff to ensure proper vendor relationships, acknowledgement 
of annual fund gifts, proper gift entry, etc. 

 Perform in-depth analytics on the school’s database of constituents and 
donors to create appropriate solicitation segments for the annual fund. 

 Work closely with the Head of School and Director of Advancement to 
ensure a coordinated approach to major gift prospects. 

 Manage a portfolio of major gift prospects for annual, capital and special 
event needs. 

 Work independently and be self-motivated in initiating contacts with 
donors and prospects. 

 Provide the results of analytics to the Director of Advancement to assist in 
the maximization of the school’s philanthropic potential. 

 Compile statistics and provide regular, periodic reports on the progress of 
the annual fund and other related areas of focus (i.e. % of giving, cost of 
each mailing, results of each mailing, etc.) 

Knowledge, Experience, Skills 

 Excellent interpersonal, communication and presentation skills both 
written and verbal, sales experience, comfortable meeting and speaking 
with people in small group and one-on-one environments. 

 Strong organizational, analytical and project management skills with an 
ability to prioritize and manage multiple tasks and a variety of demands. 

 Initiative and independence in carrying out responsibilities.  
 Experience using Blackbaud’s Raiser’s Edge and Microsoft Office Suite. 
 Bachelor’s degree and three to five years of experience in fundraising. 

Other Characteristics: 

 Personal belief in and commitment to the mission, goals and objectives of 
Bishop O’Connell High School and a desire to work in an educational 
environment. 

 Strong self-motivation and the ability to work cooperatively as a team 
member to achieve common goals. 

 Openness to new ideas and their implementation. 
 Demonstrated problem solving capabilities. 
 Integrity and commitment to maintaining the highest degree of 

professional ethics. 
 Passionate and motivated to achieve set goals. 
 Optimistic and positive attitude. 
 Commitment to maintain confidentiality and a high degree of accuracy in 

alumni and donor records. 
 Must be able to work an irregular schedule, with some evening and 

weekend obligations, particularly during peak times, or as required.  
 Willingness to travel as needed and must have reliable transportation.  


