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ADVANCEMENT COORDINATOR
GATES MILLS CAMPUS
 
Hawken School seeks teachers and leaders comfortable taking risks and embracing a growth mindset. Our faculty members and administration are constantly looking for new ways to inspire curiosity while remaining dedicated to nurturing compassion and kindness.  We desire culturally competent candidates who clearly appreciate a community from diverse backgrounds and perspectives and are committed to equity and social justice.  
 
We are committed to doing school differently and better. This means developing an inclusive and accepting community where adults feel empowered to design learning experiences for students that incorporate student voice and choice, deepen their learning, and that engage their emotions as well as their intellects.  Non-academic roles work collaboratively and with a high degree of independence.  If you are committed to the ideals of progressive education, and inspired by this description of our community, we encourage you to read on to learn more about this position and our school.
 
THE POSITION
Hawken School is seeking a full-time Advancement Coordinator who will report to the Co-Directors of Advancement. This position will provide overall administrative support to the Office of Advancement, which includes but is not limited to the following essential responsibilities:
· Provide administrative assistance to support Advancement Office fundraising activities, including capital campaigns, planned giving and alumni engagement
· Provide administrative assistance to support events and attend functions as necessary
· Assist the Director of the Annual Fund by supporting the Annual Fund volunteer structure with regular correspondence and updates to volunteers
· Take on special projects as the needs arise
· Coordinate mail merges and mailings
· Update records in Raiser’s Edge database for team members
· Schedule and coordinate meetings with donors and school contacts
· Prepare travel itineraries for both local and national travel
QUALIFICATIONS
· 3-5 years’ experience in administrative assistant role is required
· Proficiency in Microsoft Office, including word processing, spreadsheets, editing and database management
· Experience with Raiser’s Edge Fundraising software is preferred
· Proven project management skills and ability to prioritize work with minimal supervision
· Exceptional and professional interpersonal and customer-service skills, including a commitment to confidentiality and good judgement on sensitive matters
· Ability to work flexibly and collaboratively across different groups or teams of people
· Associate or Bachelor’s Degree is preferred
 
THE SCHOOL
Founded on the ideal that “the better self shall prevail and each generation introduce its successor to a higher plane of life,” Hawken School is a coeducational independent day school with over 1,400 students in preschool through grade 12. Our four campuses within 25 minutes of downtown Cleveland provide a demanding and integrated course of study in a diverse and dynamic environment.  To learn more about us, visit www.hawken.edu
INTERESTED?
Please send a resume, references, and a cover letter to: hawkenemployment@hawken.edu, attention Kathleen Guzzi, Co-Director of Advancement.
  
Hawken School is an equal opportunity employer dedicated to promoting all forms of diversity in the workplace and in our student body. We strongly urge all qualified individuals to apply. 
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