
BISHOP HARTLEY HIGH SCHOOL 
JOB DESCRIPTION 

Job Title:                    Director of the Annual Fund                               

Written/Revised:     3/22/2022 

School:                       Bishop Hartley High School                                       

FLSA Code:                Exempt (Salaried) 

Responsible to:        Director of Advancement and Admissions                              
                                    

I.               JOB SUMMARY 

Under the supervision of the Director of Advancement and Admissions, the 
Director of the Annual Fund is responsible for helping to significantly 
advance the fund-raising related activities of Bishop Hartley High School by 
developing overall goals and strategies for securing annual gifts to the 
school. Working with the Principal, the Director of Advancement and 
Admissions, the Director of Marketing and Communications, and the Alumni 
Coordinator, the Director of the Annual Fund assists in the activities of the 
advancement office.  This position is expected to use personal judgment in 
carrying out routine duties and responsibilities. 

All the duties and standards within this job description will be performed 
according to the established policies, procedures and guidelines outlined in 
the school’s policy and procedures manuals. 

II.        ESSENTIAL JOB RESPONSIBILITIES 

1. Work with the Director of Advancement and Admissions to prepare 
annual fundraising goals and objectives within the operating budget. 

2. Lead the advancement and implementation of annual giving 
strategies, fundraising programs, activities, and timelines to solicit 
gifts from alumni, friends, parents, faculty, staff, students, and other 
constituents.  One must possess vision and leadership to develop and 
move the annual giving program to new levels. 

3. Execute three to four annual campaigns. 
4. Identify and cultivate potential major donors, including individuals, 

corporations, and foundations. This includes developing, managing, 
and maintaining an ongoing portfolio of 150 to 200 Annual Fund 
prospects who have the ability and capacity to consider a current 
annual gift to Bishop Hartley.  Candidate will maintain independent 
responsibility for developing and executing solicitation strategies for 
each assigned prospect. 

5. Conduct 150 to 200 personal visits throughout the fiscal year, 20 per 
month, over ten of the twelve months of the fiscal year. 



6. Engage Bishop Hartley leadership for campaigns, events, and data 
segments for the benefit of development efforts. 

7. Assist, in conjunction with members of the Advancement Team, with 
other fundraising efforts like the Evening of Excellence, Grandparents 
Day, and Alumni events including preparation of written solicitations, 
marketing materials, and volunteer management. 

8. Utilize, develop, and implement strategies and tools to be used for 
annual giving via direct mail, website, and social media campaigns. 

9. Collaborate with the Director of Marketing and Communications and 
the Alumni Coordinator on marketing efforts to increase alumni 
participation rate which includes stewarding the current donors, 
planning recognition events, and creating marketing efforts to 
encourage participation.  

10. Assist in the creation of reports to track annual giving appeals and 
Annual Fund progress and serve as a point person for questions 
regarding annual giving best practices.  Assist the Director of 
Advancement and Admissions in the preparation of an annual report to 
be submitted to the Principal and Advisory Board on the state of the 
Advancement Office and monthly reports at regularly scheduled 
Advisory Board meetings. 

11. Participate in the management of the overall school calendar, 
especially as it relates to annual fund activities. 

12. Collaborate with the Director of Marketing and Communications 
regarding content management on the Bishop Hartley giving websites. 

13. Maintain professional affiliations and enhance professional growth 
and development to keep abreast of the latest trends in education 
and fundraising. 

14. Manage Authorize.net. 
15. Post and deposit all gifts and pledge payments received. 
16. Acknowledge all gifts and pledge payments received. 
17. Mailing of monthly pledge reminders. 
18. Update and maintain donor database. 
19. This list of responsibilities is not exhaustive.  

III.       POSITION QUALIFICATIONS 

Education: Baccalaureate degree in business administration preferred; 
Communication major preferred. 

Experience: 3 to 5 years related philanthropic experience is preferred.  

Job Related Skills: 

1. Ability to communicate effectively both in written format and oral 
presentation. 

2. Demonstrated knowledge and success of non-profit fundraising and 
alumni activities. 

3. Excellent short- and long-range planning skills. 
4. Ability to multi-task and establish priorities. 



5. Strong creativity for developing and implementing new fundraising 
initiatives. 

6. High level of integrity and professionalism. 
7. Ability to interact with the community and alumni in developing 

philanthropic relationships. 
8. Exhibits initiative, responsibility, and flexibility. 
9. Ability to maintain a flexible attitude and approach towards 

assignments and successfully operate under appropriate guidelines. 
10. Willingness to provide “hands on” work. 
11. Ability to understand donor database management. 
12. Demonstrated commitment to Catholic Education. 

Interpersonal Skills: Excellent interpersonal skills, including listening and the 
ability to remember names, faces and constituent giving history. Must have 
comfortable with “the ask.”  

All candidates must also have current satisfactory BCI & FBI background 
checks and have attended or be willing to attend a VIRTUS Protecting God’s 
Children Safe Environment seminar. 

Interested candidates should email their cover letter, resume, references, 
and salary requirement to Melissa Rahe, Administrative Assistant to the 
Principal at mrahe1@cdeducation.org. 

 

mailto:mrahe1@cdeducation.org

