
 

 

Director of Development 
Job Description 

 

St. Benedict’s Episcopal School is an independent preschool, elementary, and middle school 
located in Smyrna, Georgia. Founded in 2008, St. Benedict’s encourages creativity and inquiry-
based learning in a caring and nurturing environment. As an institution, we are also deeply 
committed to community – and to reflecting the diversity of Smyrna and the surrounding area. 
 
MISSION 
St. Benedict’s is a school of choice for preschool through 8th-grade families focused on:  
 

Inspiring Learning 
Nurturing Growth 

Embracing the Values of Episcopal Education 
 

The Director of Development will be responsible for the following objectives: 
 
Under the direction of the Head of School, Chief Officer of Finance and Strategy and leadership 
team, the Director of Development will lead and manage all aspects of St. Benedict’s 
Development program. This leader must be able to think strategically and practically to 
implement a comprehensive and results-oriented development plan that includes traditional 
and innovative strategies. The Director of Development will establish strategies, goals and 
timetables for the annual fund (“The Acorn Fund”), capital campaign and alumni giving. This 
includes a complementary focus on prospecting and tactics to build key relationships with 
alumni, families, community and foundation leaders.  
 
RESPONSIBILITIES:   

• Develops and implements a short and long-term Development plan to meet established 
fundraising goals and objectives tied to the school’s strategic plan. This includes, but is 
not limited to, strategic initiatives for securing annual funds, grants, and implementing 
an alumni giving program, defining prospecting tactics, enhancing special 
fundraising/cultivation events, and developing new approaches to supporting 
traditional Development initiatives.  

• Works collaboratively with the Chief Officer of Finance and Strategy to establish 
development monetary goals in conjunction with the creation of the annual budget.  

• Works collaboratively and creatively with the Communications Director to appropriately 
position development opportunities and integrate messages in publications, grant 
submissions, reports, and collateral materials for cultivating and stewarding donors.   



• Works collaboratively with Parent Association leadership and key constituents including 
alumni, grandparents, parents, friends, and community members through cultivation 
efforts.  

• Provides leadership for the parent volunteers on the Acorn Fund Committee resulting in 
an annual plan for the school’s Acorn Fund.   

• Clearly articulates and promotes a strong case of need for philanthropy and builds 
opportunities to create and sustain a culture that understands the relationship between 
philanthropy and a unique quality, St. Benedict’s education.   

• Cultivates relationships with foundations that lead to grant making to St. Benedict’s 
Episcopal School at increasing levels.  

• Oversees management of gift processing and donor acknowledgement, the donor 
database, and financial reporting.  

• Manages prospect research and cultivation initiatives with a special emphasis on 
pursuing strategies to secure or increase giving from donors.   

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

• Meets regularly with the Head of School regarding program goals and initiatives.  
• Attends St. Benedict’s events and activities and fosters significant pride and excitement 

for fundraising efforts.  
• Manages relationship with the capital campaign consultant.  
• Oversees the launch and execution of a comprehensive and successful, multi-year 

capital campaign.  
• Other duties as assigned.  

 

QUALIFICATIONS:   

• Minimum of 7+ years of increasing responsibility in non-profit administration, 
management and/or fundraising, preferably within an independent school.   

• Bachelor's degree in Communications, Marketing, Business Administration, or other 
related fields.   

• Excellent organizational skills.   
• Strong administrative and relationship management skills.  
• Demonstrates leadership that embodies the St. Benedict’s mission, and exemplifies a 

collaborative, decisive, motivating and engaging communication style.  
• Experience working with volunteers.  
• Proven track record of fundraising success, particularly by securing major gifts, 

successfully managing campaigns, and engaging a community of motivated supporters. 
• Ability to balance multiple priorities in a complex environment.  
• Working knowledge of development best practices, trends in (independent school) 

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



• Extreme tact and discretion, attention to detail, and a commitment to excellence.    
• Deep appreciation and understanding of the School’s mission and the ability to 

articulate its values and vision internally and externally.  
• Strong networking skills with knowledge about the independent school marketplace and 

environment 
• Has a passion for executing work with a strong output.  
• Is known to be resourceful and a team member others can rely on.  

 
FLSA Classification: Exempt Position Type:  12-month Staff, Part or Full Time   

Reports to:    Chief Officer of Finance and Strategy                            

 


