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POSITION DESCRIPTION 
 
Title:   Director of Advancement  
Reports to:    Principal and Pastor              
Direct Reports:   None 
Provides work direction to: Events Coordinator (parish and school) 
Receives work direction from:   Pastor; Principal  
FLSA:      Exempt; Administrative 
Schedule:  Full-time (40+ hours per week) with Benefits.  Schedule may vary 

based on needs; occasional evening or weekend time may be 
necessary. 

Date:      October 2022 
Resource person to:  Parish and/or school committees as requested.     
      
 
PURPOSE OF THE POSITION:  Works collaboratively with the pastor and principal to create the vision 
for advancement and stewardship efforts to ensure the long-term sustainability of the parish and school. This 
position implements the vision by building relationships and increasing engagement of parishioners, school 
families, alumni, past parents and supporters through outreach, mission-based fundraising, parish stewardship, 
planned giving, and sponsorships.   
The focus of the role will be approximately 80% on school advancement efforts and 20% on parish 
stewardship and events. 

 
STATEMENT ON WORKING IN THE CATHOLIC CHURCH:  Employment in and by the Church 
is substantially different from secular employment.  Church employees must conduct themselves in a manner 
that is consistent with and supportive of the mission and purpose of the Church.  Their public behavior must 
not violate the faith, morals or laws of the Church or the Archdiocese, such that it can embarrass the Church 
or give rise to scandal. It is preferred that this employee be an active, participating Roman Catholic. 
 
1) REPRESENTATIVE RESPONSIBILITIES (*): 

A. To be present, on time and ready for work at all times that the position requires.  Includes 
recognizing when situations require more efforts, seeking approval to put in more time if needed, 
satisfying responsibilities in a timely manner, providing an example of punctuality and attendance, 
and generally ensuring all is ready and taken care of. 

B. Help create a productive environment, where there is harmony, good morale, and cooperative 
teamwork; evaluate and take corrective action as appropriate. Help to facilitate effective 
communication between employees and volunteers at the parish. 

C. Perform the job in a manner consistent with moral, ethical, legal, and financial standards of civil 
and canon law, and Catholic Church teaching.  

D. Maintain professional standards of confidentiality. 
E. Recognize, foster and maintain appropriate boundaries with fellow employees, parishioners, 

visitors and vendors. 
F. Other responsibilities identified as needed by the employee and approved and/or assigned by the 

supervisor. 
 



 
 
 

 

2) COLLABORATION BETWEEN PARISH AND SCHOOL (*) This position works collaboratively 
with the pastor and the principal to create the vision for advancement and stewardship efforts within the 
parish and school communities with the following desired outcomes: 

A. Focus on the building of one Catholic community with the integral components of the parish 
and school.  This includes building relationships internally with the staff and externally with lay 
leadership, parishioners, school families, alumni, past parents, and the greater community. 

B. Increase engagement of parishioners and school families in the mission of Immaculate 
Conception through invitations to connect with the community through friend raising 
(relationship based) initiatives.  

C. Build a culture of mission-based fundraising for the organization.  Establish a parish wide 
strategy for fundraising events that maximizes current and potential revenue sources for school 
and parish.   

D. Identify and apply for grant opportunities for the parish and school.    
E. Educate and engage key volunteers in implementing and executing mission-based fundraising.  
F. Provide direction to the communications and marketing team members to ensure that 

information is being shared proactively and systematically within the community. 
 

3) SCHOOL ADVANCEMENT RESPONSIBILITIES (*) 80% of this position is focused on the 
long-term financial stability of the school.   This includes, but is not limited to: 

A. Understand and support the school’s vision, mission statement and objectives. 
B. Create and support a culture of philanthropy within the school. 
C. Create and manage the database for alumni, past parents, grandparents and other supporters of 

the school. 
D. Create communication strategies to engage and inform supporters of school happenings. 
E. Plan, manage and implement annual giving, major gifts, and planned giving. This includes but is 

not limited to prospect identification and research, cultivation, solicitation, gift processing, and 
acknowledgments. This may include some travel for face-to-face visits and events with prospects 
and donors. 

F. Plan, manage and implement major fundraising events for the school.  This includes but is not 
limited to building the vision for the event, soliciting key sponsorships, and empowering and 
guiding the planning committee. 

G. Seek out and build relationships with businesses in the parish, school and greater community in 
order to solicit sponsorships for events.   

H. Create and then serve as the liaison to an Advancement Committee that provides direction and 
supports the advancement efforts at the school. 

I. Develops processes and procedures for advancement operations. 
J. Reports on progress of goals and objectives. 
 

4) PARISH ADVANCEMENT RESPONSIBILITIES (*).  20% of this position is dedicated to parish 
advancement efforts, including building stewardship as a way of life.  This includes but it not limited to:  

A. Understand and support the parish’s vision, mission statement and objectives. 
B. Work with the Pastor in promoting stewardship as a way of life within the parish community.  

Plan, manage and implement on-going stewardship initiatives for time, talent and treasure. 
C. Plan, manage and implement major fundraising events for the parish.  This includes but is not 

limited to building the vision for the event, soliciting key sponsorships, and empowering and 
guiding the planning committee. 



 
 
 

 

D. Seek out and build relationships with businesses in the parish, school and greater community in 
order to solicit sponsorships for events.   

E. Offer opportunities for parishioners and benefactors to learn about and support estate and/or 
planned giving. 

F. Serve as the staff liaison for Capital Campaign initiatives. 
G. Reports on progress of goals and objectives to Parish Council and Finance Council on at least a 

quarterly basis. 
 
5) ADDITIONAL RESPONSIBILITIES 

A. Maintain professional growth by participating in continuing education such as conferences, 
seminars, classes, and individual study. 

B. Attend appropriate Archdiocese meetings with colleagues for advice and support. 
C. Attend all-staff meetings. 
D. Attend leadership meetings as requested by the Pastor. 

 
* The responsibilities listed above are representative of the position. Those proceeded by “*” are essential 
functions of the job.  While the list above highlights the primary responsibilities of the position, it is 
understood that the list is not all-inclusive and that the employee may, on occasion, be assigned additional 
tasks or asked to assist on projects that are not specifically identified in this position description. The effort 
required for such additional tasks will be consistent with the mental and physical demands of this position. 
 
EMPLOYEE:  I have reviewed this job description and agree that it is an accurate representation of the 
responsibilities of the position.  I understand that, as the organization’s needs change, my job description will 
change. 
 
 
Employee’s signature _______________________________________ Date: _________ 
 
I have reviewed this position description and agree that it is an accurate representation of the responsibilities 
expected to be performed by the incumbent. 
 

 
     

Supervisor’s signature _______________________________________ Date: _________ 
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POSITION TITLE: Director of Advancement 
DATE:   October 2022 
 
Qualifications: 
 Bachelor’s degree in related field strongly preferred.  
 3-5 years of experience in advancement and/or development is required.  
 Volunteer management and board experience a plus. 
 Demonstrated leadership and effectiveness in developing and accomplishing organizational goals. 
 Ability to build a team, effectively recruit and manage volunteers. 
 Practicing Catholic is preferred.   
 Ability to appreciate and communicate a passion for Catholic elementary education. 
 Experience in a not-for-profit environment, parochial, independent school is preferred. 
 Superior communication skills, ability to conceptualize and execute strategic plans, the ability to 

interact confidently and effectively with school staff, students, donors, trustees (board members), 
school administration, the media and alumni.  

 Working knowledge of Microsoft Office (Word, PowerPoint, Excel) is required.  
 Bi-lingual (Spanish) is preferred but not required.  
 Flexibility working the schedule outlined for the position on a regular basis. 
 A “hand’s on” approach willing to help as needed. 
 Successfully complete standard Archdiocese Background Checks and Virtus training. 

 
Mental demands: 
 Possess a clear understanding of the English language. Speak and write effectively. 
 Provide professional direction and leadership, communicating clear and accurate directions to 

others. 
 Possess strong organizational skills, delegate to others and to teach others to organize. 
 Be self-motivated and work productively without supervision. 
 Utilize intuitive problem defining skills and the knowledge of problem-solving resources, programs 

and actions. 
 Deal with difficult situations in a calm, dignified and respectful manner. 
 Be honest, trustworthy and confidential in all areas. 
 Exhibit patience, understanding and calmness in chaotic situations. 
 Live and project a personal lifestyle with Christian values. 
 Ability to foster and maintain appropriate boundaries with fellow employees, volunteers, 

parishioners, visitors and vendors and to conduct oneself in a friendly, cooperative, courteous and 
professional manner. 

 Ability and openness to work in constructive collaboration with other team members. 
 Exhibit promptness and dependability. 
 Ability to identify and recognize unsafe conditions and work practices 

Physical demands: 
 Move throughout the campus buildings, including walking up and down stairs 
 Frequent sitting at a desk using computer, keyboard and mouse 
 Able to walk, stand, sit, kneel or bend as needed. 
 Work long hours when the position demands. 
 Participate in occasional evening and/or weekend responsibilities. 




