
DIRECTOR OF ADVANCEMENT

SEEQS: the School for Examining Essential Questions of Sustainability is a vision-driven

public charter middle school, currently serving 180 middle school students in Honolulu,

with a growth plan to serve more students, grades, and sites in the coming years.

MISSION OF THE ROLE

The Director of Advancement is responsible for creating and implementing a comprehensive

development and communications plan in service of SEEQS’s strategic growth plan.

The Director of Advancement will serve as part of the SEEQS “Headquarters” Team and

report to the Executive Director. The Director of Advancement is a new role to SEEQS; the

person selected for this role will help shape the role of Advancement in our growing

organization.

COMPETENCIES

The SEEQS Director of Advancement will be an individual who:

○ Works effectively in multiple roles: independently, as a partner, and as part of a team

○ Earns trust and maintains confidences

○ Proactively solves problems and addresses challenges

○ Exhibits strong organizational skills and attention to detail

○ Is responsible, reliable, punctual, and efficient

QUALIFICATIONS

Minimum:

● Bachelor’s degree or equivalent certifications in a related field

● 3–5 years as a development professional, including management of the development

functions of a nonprofit organization with annual revenues exceeding $1 million

● Proven record of accomplishment in meeting annual fundraising goals

● Demonstrated experience in budget management, staff and volunteer supervision

● A track record of successfully developing, implementing and evaluating a fundraising

plan

● Demonstrated ability to create persuasive and clearly written communications,

specifically donor solicitation letters, grant proposals, and corporate sponsorship

packages

Preferred:

● Prior experience working with non-profit organizations and/or schools

● Notable experience in development with a proven ability to cultivate, solicit, and

steward major gifts, ideally in an educational institution

● Experience with customer resource management or donor database management

software

https://www.seeqs.org/
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GOALS & RESPONSIBILITIES

● Development

○ Create, implement, monitor and evaluate a comprehensive fundraising

development plan.

○ Plan and execute an annual fundraising campaign.

○ Identify, cultivate, solicit and close gifts of all sizes to SEEQS Foundation, with

an emphasis on gifts of $5,000 and up.

○ Maintain a portfolio of approximately 50 prospects.

○ Process incoming contributions and coordinate gift acknowledgment process.

○ Manage day-to-day donor relationships.

○ Research and prepare grant applications and reporting, grant-funded program

budgets, and grants calendar.

● Marketing Communications

○ Create and implement a comprehensive marketing and communications plan

for strategic initiatives, fundraising, and enrollment.

○ Execute marketing and PR functions for the organization, including but not

limited to, website updates, press releases, pitching stories, and social media.

● Admissions & Alumni

○ Collaborate with school-based leadership around student enrollment

recruitment communications.

○ Coordinate volunteers (e.g. parents, students, alumni, alumni parents, etc) for

advancement-related events.

○ Build and maintain an alumni database with up to date information.

○ Communicate with alumni regularly via emails

social media and in person engagement opportunities.

● Board Relations

○ Provide board support and assist the Executive Director in stewarding and

cultivating the board of directors.

● Other duties as assigned.

POSITION DETAILS

 The Director of Advancement is a 12-month position, and includes paid holidays and generous

vacation and sick leave. Daily hours for the role are flexible and can include a combination of

in-person and remote work; details may be coordinated with the Executive Director.

COMPENSATION

Pay range is $72,000 to $78,000 annually. Employees also receive a generous benefits package

provided to Hawaii State Government Employees.

https://docs.google.com/document/d/1s5dduC2P8ECmYE4Mzck0yVmJXng6jfy-MQZdQswc-dw/edit
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PHYSICAL DEMANDS OF THE POSITION

 The role requires the employee to sit, stand, walk short distances, climb stairs, listen

effectively, and speak clearly. Accommodations may be made to enable individuals with

disabilities to perform the essential functions.

HOW TO APPLY

After reading our website thoroughly to clearly understand our mission, values, and

philosophy, submit the following items to employment@seeqs.org (as attachments in

user-friendly formats) with “Director of Advancement” included in the subject line:

● Resume stating your qualifications and relevant experience (max 3 pages)

● Statement of interest that answers the question “Why are you an excellent candidate

for SEEQS?” in the form of a written letter, a video, or some other format that best

helps you to tell us more about yourself (max three minutes of audio or video, one

single-spaced page, or the equivalent)

For more information on working at SEEQS, please visit: www.seeqs.org/work-at-seeqs

http://www.seeqs.org/work-at-seeqs

