
 
 

 
 
POSITION DESCRIPTION: 
Development Director 
 
To apply, send cover letter, resume, references to Joy Fox, Interim Director of Development, Sophia 
Academy, jfox@sophia-academy.org. Deadline: May 30, 2018 
https://sophia-academy.org/index.php/sample-page/employment-opportunities/ 
 
Founded in 2001 by visionary social justice advocate Sister Mary Reilly RSM, Sophia Academy serves 60 
girls in grades 5-8 in Providence, RI. The school seeks an experienced Director of Development to play a 
key role in taking Sophia Academy to the next level of growth. This position offers a creative, strategic, 
relationship-oriented professional the unique opportunity to lead, manage, and implement the school’s 
Development program in a collegial environment and advance the critical mission of changing the lives of 
girls from low income homes through an empowering middle school education.   
 
 

Major Areas of Responsibility: 

The Director of Development reports to the Head of School, is a member of the Head’s Administrative 
Team, and works closely with the Board and the external community in all aspects of Development and 
Communications. The school also retains a Development/Communications Consultant and a 
Development Database Associate to support the program. 

 Development Planning and Strategy 
1. In collaboration with the Head of School, Administrative Team, and Board’s Development 

Committee, formulate a long term plan for Development to include fundraising goals and 
campaigns. 

2. Identify funding opportunities within the Sophia strategic and operational plans. 
3. Assist in the development and implementation of the Sophia strategic plan. 
4. Share and apply best practices to raise the school’s profile and increase its capacity for attracting 

philanthropic support. 

 Major Gifts and Annual Giving 
1. Accountable for Major Gifts and Annual Fund Programs: Develop strategy, set goals, and monitor 

progress. 

  Increase Sophia’s donor base, identifying prospects for annual and major gifts, and 
cultivate meaningful relationships to secure significant contributions. 

  Motivate, manage, and partner with Board members, the Head of School, and others in 
identifying, cultivating, soliciting, and stewarding leadership and major donor prospects 
(individuals and foundations). 

 Develop and maintain close relationships with major donors, foundations, and corporate 
donors. Partner with the Head, Board, and others to strengthen relationships with donors. 

2. Work with the Head and Board to develop foundation and corporate relationships. Write grants 
and manage foundation reporting/stewardship. 

3. Supervise and collaborate with Development Database Coordinator on stewardship of leadership 
donors, including those with endowed funds at the school. 

 Events: Collaborate with Board and staff to plan and manage fund raising events, perform follow-up to 
ensure seamless and accurate communication with event donors, and initiate strategic cultivation for 
future giving. 
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https://sophia-academy.org/index.php/sample-page/employment-opportunities/


Development Management 
1. Develop and direct systems to ensure a coordinated, integrated Development plan achieves 

Sophia’s financial and fundraising goals, including major gifts, annual giving, planned giving, and 
events. 

2. Establish and build a planned giving program. 
3. Establish and build a stewardship program. 
4. With the input and assistance of the Head of School and Administrative Team, establish annual 

goals and objectives, tasks, and evaluation procedures. 
5. Collaborate with Development/Communications Consultant on Sophia’s messaging and 

communication plan. 
6. Serve as Staff Liaison to the Board’s Development Committee. 
7. Supervise and mentor the Development Database Associate. 
8. Manage an annual Development budget for cost-effective financial results. 
9. Evaluate Development program outcomes annually. 
10. Pursue continuing education and professional development opportunities. 
11. Communicate with expertise, in both oral and written communication. 

 

 Qualifications: 

 5-7 years of experience and successful track record in a Development leadership position. 

  Bachelor’s degree required. 

 Experience in independent schools preferred. 

 Clearances required. 

 Success in cultivating and soliciting major donors. 

 Demonstrated ability to lead in a team setting. 

 Ability to set goals, institute timelines, and meet deadlines. 

 Ability to meet measurable fundraising goals and inspire others to do the same. 

 Ability to form strong relationships with constituents, manage volunteers with sensitivity and 
support. 

 Ability to think strategically and creatively and formulate solid plans based on measurable 
objectives. 

 Excellent communications skills, written and oral. 

  Proficiency in Spanish is a plus. 

Technical expertise: 

 Annual giving implementation: donor development, retention, stewardship. 

 Major gift programs and capital campaigns: prospect research, cultivation, personal solicitation, 
acknowledgment, stewardship, recognition, and volunteer management. 

 Development policy: gift acceptance, pledge policies, donor reporting, financial reporting, 
deferred giving, donor intent. 

 Recruiting, training, motivating volunteers. 

 Private foundation research, cultivation, program design, and grant writing. 

 Donor communications: print, electronic, digital. 

 Contracting and use of consultants. 

 Budgeting, planning, reporting, evaluation. 

 Donor databases. 
 

Dispositional competencies: 

 Discretion and confidentiality. 

 Enthusiasm for working in a close-knit, student-centered school environment; ability to interact 
positively and patiently with student volunteers. 

 Demonstrated commitment to achieving results. 

 Initiative, warmth, enthusiasm, optimism, and energy. 



 Ability to influence and inspire others. 

 Diplomacy. 

 Passion and commitment to social justice and/or girls education and equity. 

 Solve problems creatively; think conceptually; possess political, economic, and technological 
savvy; and demonstrate a sense of humor. 

 


