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Donor Relations Coordinator and Major Gifts Assistant – Hunting Valley Campus
University School is seeking a Donor Relations Coordinator and Major Gifts Assistant to join the Advancement team at the Hunting Valley Campus.

The Donor Relations Coordinator and Major Gifts Assistant is an integral member of a high-performing Advancement team and assists University School’s efforts to seek and acknowledge significant gifts to the school.  The major responsibilities of this position include: serves as the assistant to the Assistant Headmaster for Advancement and the Associate Director of Advancement; coordinates the behind-the-scenes efforts of ongoing major gifts engagement; provides stewardship support for all capital, endowed, and memorial gifts to the school; provides staff assistance to the Advancement Committee, Planned Giving Committee, and the Campaign Committee of the Board of Trustees; and coordinates Special Events.   This position requires both attention to a large volume of work and the interpersonal skills to interact with the school’s volunteer and philanthropic leadership. Individuals will be asked to draft correspondence on a regular basis and must be able to write in an authentic and compelling manner.

Candidates will have a bachelor’s degree or equivalent, experience and exposure in the advancement field, excellent customer relations and oral and written communication skills, experience in event planning, and excellent organizational abilities. Advanced expertise in Microsoft Office Suite, especially Word and Excel, is required and Raiser’s Edge or Blackbaud NXT experience is an asset.

Qualified and interested candidates who wish to be considered for this position should send a detailed cover letter, resume, and three professional references with contact information via US Mail to: S. Fantozzi-Welker, Director of Human Resources & Payroll,  University School, 20701 Brantley Road, Shaker Hts., OH 44122 or via email at recruiting@us.edu. 

[bookmark: _GoBack]





image1.jpg
CHOOL

"l_'% UNIVERSITY
& s

Business Office

FOR BOYS, JUNIOR K-12
20701 Brantley Road
Shaker Heights, OH 44122
P:216.932.0400
F:216.932.0402
www.us.edu






 


 


 


Donor Relations Coordinator and Major Gifts Assistant 


–


 


Hunting Valley Campus


 


University School is seeking a Donor Relations Coordinator and Major Gifts 


Assistant to join the Advancement team at the Hunting Valley Campus.


 


 


The Donor Relations Coordinator


 


and Major Gifts Assistant 


is an integral member 


of 


a 


high


-


performing


 


Advancement 


team


 


and assists University School’s efforts to seek and 


acknowledge significant gifts to the school.  


The major responsibili


ties of this position 


include: 


s


erves as the assi


stant to the Assistant Headmaster for Advancement


 


and the 


Associate Director of Advancement


;


 


c


oordinates the behind


-


the


-


scenes efforts of 


ongoing major gifts engagement; 


prov


ides stewardship support for all capital, endowed, 


and memorial gifts to the schoo


l


; p


rovides staff assistance to the Advancement 


Committee, Planned Giving Committee


,


 


and the Campaign Committee of the Board of 


Trustees


;


 


and c


oordinates Special Events


.  


 


This position requires both attention to a 


large volume of work and the interpersona


l skills to interact with the school’s volunteer 


and philanthropic 


leadership. 


Individuals will be asked to draft correspondence on a 


regular basis and must be able to write in an authentic and compelling man


ner.


 


 


Candidates


 


will have a 


bachelor’s 


degree


 


o


r equivalent


, e


xperience and exposure in the 


a


dvancement field


, e


xcellent customer 


relations 


and oral and


 


written communication skills


, 


e


xperience in event planning


, 


and 


e


xcellent organization


al


 


abilities.


 


A


dvanced expertise in 


Microsoft Office Suite, espe


cially Word and Excel


, 


is required and 


Raiser’s Edge or Blackbaud 


NXT experience is an asset


.


 


 


Qualified and interested cand


idates


 


who wish to be considered for this position should send a 


detailed cover letter, resume, and three professional referenc


es wi


th contact information via 


US Mail to:


 


S. Fantozzi


-


Welker, Director of Human Resources & Payroll, 


 


University School, 


20701 Brantley Road, Shaker Hts., OH 44122 or via email at


 


recruiting@us.edu


. 


 


 


 


 


 


 


 


 




      Donor Relations Coordinator and Major Gifts Assistant  –   Hunting Valley Campus   University School is seeking a Donor Relations Coordinator and Major Gifts  Assistant to join the Advancement team at the Hunting Valley Campus.     The Donor Relations Coordinator   and Major Gifts Assistant  is an integral member  of  a  high - performing   Advancement  team   and assists University School’s efforts to seek and  acknowledge significant gifts to the school.   The major responsibili ties of this position  include:  s erves as the assi stant to the Assistant Headmaster for Advancement   and the  Associate Director of Advancement ;   c oordinates the behind - the - scenes efforts of  ongoing major gifts engagement;  prov ides stewardship support for all capital, endowed,  and memorial gifts to the schoo l ; p rovides staff assistance to the Advancement  Committee, Planned Giving Committee ,   and the Campaign Committee of the Board of  Trustees ;   and c oordinates Special Events .     This position requires both attention to a  large volume of work and the interpersona l skills to interact with the school’s volunteer  and philanthropic  leadership.  Individuals will be asked to draft correspondence on a  regular basis and must be able to write in an authentic and compelling man ner.     Candidates   will have a  bachelor’s  degree   o r equivalent , e xperience and exposure in the  a dvancement field , e xcellent customer  relations  and oral and   written communication skills ,  e xperience in event planning ,  and  e xcellent organization al   abilities.   A dvanced expertise in  Microsoft Office Suite, espe cially Word and Excel ,  is required and  Raiser’s Edge or Blackbaud  NXT experience is an asset .     Qualified and interested cand idates   who wish to be considered for this position should send a  detailed cover letter, resume, and three professional referenc es wi th contact information via  US Mail to:   S. Fantozzi - Welker, Director of Human Resources & Payroll,    University School,  20701 Brantley Road, Shaker Hts., OH 44122 or via email at   recruiting@us.edu .                 

