
Position: Advancement Associate 
Reports to: 
Type: 
Date: 

Director of Advancement 
Regular, full-time, nonexempt, hourly     
October 5, 2022 

Position Overview 
The Advancement Associate is responsible for the day-to-day operational functions and accurate and 
timely data entry as it relates to the activities of the Office of Advancement. They will provide a support 
staff function in all areas of school advancement work, including fundraising campaigns, special events, 
donor relations and recognition, alumnae relations, community relations, and volunteer coordination. 

The Advancement Associate’s primary role is to regularly maintain, improve, and update the constituent 
database by processing all gifts and donations, prepare and mail out gift acknowledgements, send out 
digital communications, and prepare monthly giving reports. This position will be responsible for 
maintaining alumni and donor contact information, providing lists for mailings, e-communications, and 
other data-related needs for St. Andrew’s Schools.   

The Advancement Associate must be able to work independently while embodying a positive attitude of 
teamwork and collaboration with all SAS stakeholders. Basic principles of finance and accounting will be 
helpful in this position to process gifts accurately and work with the finance department to reconcile 
financial statements and determine proper recording of donor tax deduction eligibility. The Advancement 
Associate must be organized, responsible, timely, and detail oriented to respond to inquiries and process 
gifts in an accurate and timely manner. This role will require working on several projects simultaneously 
to meet the needs of the high-volume activity of the Office of Advancement.  

The Advancement Associate will embody St. Andrew’s Schools core values and behaviors included in the 
Professional Code of Ethics from The Council for Advancement and Support of Education (CASE).  

Essential Duties 
● Manages the advancement database through accurate data entry; processes and tracks all gifts.
● Processes, records, and prepares bank deposits of all donations.
● Maintains departmental financial records and reconciles financial transactions with the

accounting manager.
● Maintains donor files and accounting documentation for the annual audit and IRS 990 filings.
● Records and tracks all donor and alumni engagement, updates contact records, and produces

monthly reports.
● Prepares drafts and manages the distribution of thank you letters and other stewardship materials.
● Coordinates the distribution of mailings and e-communications.
● Generates lists for events, e-news, and other external communications efforts.
● Supports school and community special events including but not limited the Queen Emma Ball

and alumnae reunions. May includes some evening and weekend hours.
● Manages all special events software with gift, registration, payment, donation, contact, and donor

acknowledgement information.
● Migrates new graduate, parent, and student data between other school data systems.
● Greets visitors, answers office phone, and emails and responds in a timely manner.
● Attends necessary school meetings, events, and functions.



● Supports the Parent Teacher Fellowship’s activities and school uniform sales.
● Other duties as assigned.

Qualifications 
● Education: Bachelor’s degree preferred.
● Experience: At least three years of office experience. Knowledge and experience with K-12

education or advancement work is highly preferred.
● Necessary technology skills: Ability to work within customer relationship management databases

(i.e. DonorPerfect, Raiser’s Edge, Bloomerang) and special events software, MacOS platform,
and office software including Google Office Suite and Microsoft Office Suite.

● Additional skills: Strong written and verbal skills, typing, filing, organizing, grouping, sorting.
● Ability to interact effectively, respectfully, and diplomatically with alumni, donors, parents,

faculty, staff and other school stakeholders in the community.
● Demonstrated ability and attitude to work effectively on a team.
● High comfort level in taking initiative, problem-solving, quick-thinking, and adopting a growth mind-set.
● Flexibility to work outside of normal business hours during peak event periods.
● Must be able to work in-person for at least 85% of the work week.
● Must have a valid Hawaii State Drivers License

Requirements 
● Mandatory COVID Vaccination: As a condition of employment for new hires, we require proof

of your COVID vaccination with a date of full vaccination at least two weeks prior to the first day
of employment.

● Mandatory Background Check: Employment is conditional until the successful completion of a
background check which requires the employee to have their fingerprints scanned electronically.

● Online training to safeguard children required upon hire.

Compensation & How to Apply 
Salary Range - $45,000 - $55,000. This position offers a generous benefits package including a 403(b) 
retirement plan, health benefits, free downtown parking or bus/biki pass, and accrued paid vacation.  

To apply, email a letter of interest, resume, and the names and contact information of three professional 
references to employment@standrewsschools.org. Letters of interest may be addressed to “Members of 
the Search Committee.” Include “St. Andrew’s Schools Advancement Associate” in the subject line. You 
may be asked to provide verification of qualifications and degrees.  

About St. Andrew’s Schools 
For more than 156 years, St. Andrew’s Schools has developed tomorrow’s courageous and compassionate 
leaders. In 1867, the great royal Hawaiian leader, Queen Emma Kaleleonālani, a visionary and 
transformational thinker, established St. Andrew’s Priory, the first K-12 all-girls’ school in Hawaiʻi. An 
enduring testament to her towering vision to educate the Hawaiian people, St. Andrew’s Schools has 
grown to include The Prep, a K-6 boys’ school, and Queen Emma Preschool (The Preschool), for boys 
and girls ages two to five. 

Our personalized educational program allows students to uncover their unique strengths, passions, and 
interests through discovery, practice, creation, and self-reflection. Our emphasis on social emotional, 
spiritual, and cognitive learning sets the stage for children to cultivate healthy habits of mind, body, and 
spirit that positions them to live a life of learning and good health. 

Our K-12 education program in downtown Honolulu is the only school system of its kind in Hawaiʻi. We 
offer gender-specific curriculum, also known as coordinate learning, through our K-12 all-girls school, 
The Priory, and K-6 all-boys school, The Prep. Coordinate schools recognize that the social and 
emotional experiences that children have in schools shapes their learning – and ultimately affects how 



they think and act. By understanding and embracing the differences between boys and girls, we create the 
conditions for all students to learn and grow. Our students readily venture past societal expectations or 
stereotypes to reach their full promise. Students learn deeply, stay curious, are hopeful about the future, 
and understand how to lead themselves and others with a compassionate and courageous heart. 
 
To learn more about our school, please visit www.standrewsschools.org. 

 
All submissions will be received in confidence. Applications accepted until the position is filled.  
St. Andrew’s Schools is an affirmative action, equal opportunity employer. All qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex, gender identity, sexual orientation, 
national origin, protected veteran status, or status as an individual with a disability. St. Andrew’s Schools may 
conduct background checks and other pre-employment assessments on all job candidates upon acceptance of a 
contingent offer. Background Checks will be performed in compliance with state and federal law. 
 
 


