
 
 
Position Title: Director of Advancement 
 
Position Start Date: August 2020 
 
Position Summary: 
Westmark School in Encino, California is recruiting for a dynamic, creative, 
experienced and collaborative leader to serve as Director of Advancement, 
spearheading the school’s development, communications and constituent relations 
efforts.  The School is preparing to launch its first large-scale campaign to transform 
the campus through multiple facilities projects.  The Director will join a forward-
looking administrative team that is pushing the boundaries in creating a supportive 
college preparatory school dedicated to educating, empowering and celebrating 
students with distinct learning styles, providing the tools necessary to achieve 
successful and fulfilling futures. 
 
The Director of Advancement must passionately embrace and be able to effectively 
communicate the mission and vision of Westmark School to internal and external 
constituencies.  He/she will have played a key role in building a successful 
development program through a collaborative, team-oriented approach.  The 
successful candidate will be self-motivated and self-confident but must also be 
comfortable establishing a development program where the Head of School, Board 
members and other key volunteers will often be in the forefront in the cultivation and 
solicitation of major donor prospects.   
 
The ideal candidate will also have strategic planning skills and demonstrated ability to 
work with the Head of School, Board members and other senior staff to develop and 
implement clear advancement goals to advance the mission, vision and strategic 
priorities of the School.  The successful candidate will have played a significant role in 
a capital campaign and have a track record of closing major gifts personally and by 
orchestrating the efforts of others; ability to provide creative, innovative leadership to 
Board members; capacity to work with and develop the fundraising capabilities of a 
Board;  highly developed organizational ability, communication and motivational 
skills; dynamic personality with strong initiative; entrepreneurial spirit; ability to thrive 
in a collaborative environment; and exceptional writing and speaking skills.  The 
Director of Advancement will also have an open, caring, communicative, strong and 
confident professional.   
 
Essential Responsibilities: 

• Provides direction and support to the Head of School in fulfilling her 
advancement responsibilities, ensuring prudent use of her time. 

• Works directly with the Head of School in her efforts to forge partnerships with 
universities, corporations and associations and to leverage the Head’s 
leadership in the LD field. 

• Develops strategies to create awareness and build relationships with key 
influencers in the greater Los Angeles area, state and nationwide who 
personally have learning differences, some of whom will become 
spokespeople for the school and support it philanthropically. 

• Represents Westmark effectively to its internal and external publics, including 
serving as spokesperson for Westmark on key issues and projects. 

• Oversees Westmark Fund, gala and other initiatives to attract private funds to 
support Westmark's priorities and strategic initiatives. 

• Oversees the school's efforts to cultivate, solicit and steward major gifts. 



 

• Personally cultivates, solicits and stewards of major gift donors. 
• Edits/writes grant proposals to foundations and corporations, including 

personally contacting program officers for guidance and arranging site visits 
as appropriate.  

• Oversees internal and external communications to develop an appreciation of 
School’s mission, vision and goals. 

• Oversees marketing efforts to expand and enhance the School's visibility, 
image, and reputation. 

• Oversees alumni and constituent relations efforts to establish and strengthen 
ties with the School’s constituents, including alumni, parents, grandparents, 
alumni parents and friends. 

• Leads strategic planning for advancement which is driven by and supports the 
school’s strategic plan, priorities and goals. 

• Assists the Head in providing support to the Board of Trustees and its 
committees, including utilizing the talents and ideas of the Board to expand 
Westmark's advancement efforts. 

• Develops strong working relationship with the Board members and other key 
constituents of Westmark. 

• Provides periodic analysis of advancement program results and status to the 
Head and the Board of Trustees.   

 
Campaign 
 

• Bachelor’s Degree in related field. Master’s Degree desirable.  
• Translates campaign plan into action in order that the campaign proceeds on 

schedule and successfully. 
• Plays a key role in identifying, recruiting, and training campaign leadership. 
• Staffs the Head, Board of Trustees and Campaign Committee members in 

fulfilling their responsibilities. 
• Coalesces the efforts of the entire advancement team on the success of the 

campaign. 
• Oversees prospect identification, evaluation, assignment, and tracking to the 

extent necessary to ensure the success of the campaign. 
• Updates the Head, Board of Trustees and the Campaign Committee regularly 

on the status of the campaign. 
• Staffs Campaign Committee: 

• Plan and write agendas for committee meetings, including scheduling 
date, time and place.   

• Provide support materials. 
• Ensure that meeting minutes and actions are recorded and distributed. 

• Supervises the preparation of prospect proposals, including editing as 
necessary. 

• Writes scenarios for cultivation and solicitation meetings with prospects. 
• Cultivates and solicits major gift prospects personally and with Campaign 

Committee volunteers and others.  
• Oversees events structured to support the campaign. 

 
Qualifications 

• Leadership skills that inspire and motivate others. 
• Strong sense of ethics, integrity, confidentiality and accountability. 
• Impressive track record in fundraising, including closing major gifts. 
• Deep appreciation and understanding of the School’s mission and the ability 

to articulate its values and vision internally and externally. 
• Capacity to contribute to the overall strategic planning of the School. 



 

• Ability to conceptualize, plan, and implement a cohesive strategy for 
advancement. 

• Thorough grasp of the current trends in advancement and the issues facing 
independent schools. 

• Ability to work effectively with volunteers and boards. 
• Ability to focus the Head on advancement efforts, particularly in the area of 

major donor cultivation and solicitation. 
• Ability to work with senior administrators and faculty on a collegial basis. 
• Excellent communication skills, including a high level of comfort in presenting 

to groups. 
• Proven ability to balance multiple priorities in a complex environment. 
• Ability to delegate authority and motivate and empower others. 
• Ability to direct the efforts of staff and hold individuals accountable for the 

accomplishments of objectives. 
 
Physical Demands and Work Environment  

The physical demands and work environment characteristics described here are 
representative of those that must be met by an employee to successfully perform 
the essential functions for the job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
• Physical demands: While performing the duties of this job, the employee is 

required to sit in on meetings and work on a computer for long periods of 
time; and is occasionally required to walk, reach with hands and arms, balance, 
stoop, talk, and hear. The employee must occasionally lift and/or move up to 15 
pounds. Specific vision abilities required by the job include close vision, 
distance vision, and the ability to adjust focus.  

 
Submit your cover letter, resume and references to: 
 

advancementdirector@westmarkschool.org 
Westmark School  

5461 Louise Avenue | Encino, CA 91316 
 
Westmark School is an equal opportunity employer and makes employment 
decisions on the basis of merit and job performance. School policy prohibits 
discrimination based on race, color, creed, gender, gender identity or expression, 
religion, marital status, age, national origin or ancestry, physical or mental disability, 
medical conditions (including genetic characteristics or information), sexual 
orientation, or any other consideration made unlawful by federal, state, and local 
laws. 
 
 


