
 

GILLISPIE SCHOOL 
ADVANCEMENT ASSOCIATE 

 
Position: Advancement Associate 
Reports to: Director of Advancement 
Position Status: Full-time, hourly 
 
Gillispie School is an independent, coeducational day school located in downtown La Jolla, enrolling 
students from age two through Grade Six. Gillispie School’s mission is to provide educational excellence 
while serving as a springboard for children’s love of learning, creativity, and readiness for the future. To 
learn more, visit www.gillispie.org.   
 
The Advancement & Community Relations office is seeking a detailed-oriented person with strong 
interpersonal skills to fulfill the position of Advancement Associate, handling day-to-day constituent 
relations, scheduling, and event planning and execution, particularly with regards to the Capital 
Campaign.  This is a full-time, at-will position, which is slated to conclude with the end of the Campaign.  
 
Administrative Support 

 Provides administrative support to the Director of Advancement. 
 Proofreads and finalizes drafts of written materials generated by the Director. 
 Manages logistical details for meetings, programs, and selected events involving the Director. 
 Assists with database (Senior Systems), creating reports and donors lists when needed.   

 
Capital Campaign 

 Generates thank you letters, pledge reminders and other campaign correspondence. 
 Sets up campaign planning and campaign committee meetings.   
 Organizes attendance, logistics, agenda and materials preparation and take meeting minutes. 
 Assists with planning campaign events. 
 Maintains inventory of campaign materials. 
 Tracks naming opportunities. 
 Provides overall administrative support for the campaign. 

 
Annual Fund 

 Coordinates production and mailing of solicitations.  
 Coordinates all follow up promotional materials. 
 Helps create volunteer packets. 
 Produces lists and reports for volunteers. 
 Coordinates meetings with volunteers. 
 Produces acknowledgement letters. 
 Sends pledge reminders. 

 
Events 

 Provides support to Director of Advancement in implementation and organization of 
Advancement events (annual Gala, Corks & Forks fundraiser, donor thank you events).   

 Coordinates event logistics, oversees/handles outside vendors. 
 Tracks solicitations, develops event donor relationships and handles certain solicitations, 

particular to community businesses.  
 Coordinates all mailings. 
 Manages guest lists, RSVPs, and nametags. 



 

 Manages online auction software logistics, such as input of items.   
 Tracks revenue for events. 
 Staffs special events to process on-site registrations and payments.  
 Assists with set-up and clean-up of events.   
 Helps generate rosters and lists as needed and maintain attendance lists that track donor 

activities and interests. 
 
Community Relations 

 With Marketing Lead, works with volunteers on select community relations events throughout 
the year.   

 Works with Director of Advancement and Communications Lead to produce alumni content for 
email blasts, e-newsletter, and social media.  

 Records and promotes alumni activities and accomplishments both internally and externally.   
 
The ideal candidate will have the following educational and work background:  

 Bachelor’s degree. 
 2+ years of experience in Development/Advancement or an administrative position, preferably 

in an academic or non-profit setting.  
 Experience in planning and implementing events and meetings, managing a complex calendar, 

establishing and maintaining an accurate record keeping and filing system, and monitoring 
budgets.   

 Strong writing and editing skills. 
 Comfort working in a database (Senior Systems highly preferred).   

 
The ideal candidate will have the following skills and attributes:  

 Flexibility, integrity, and highest standards of professionalism and confidentiality.   
 A willingness to be immersed in the life of the school and build relationships with students, 

families, and faculty.  
 Excellent word processing, database, and spreadsheet computer skills. 
 Excellent proofreading skills. 
 Strong organizational skills and ability to juggle multiple projects simultaneously. 
 Well-developed communication and interpersonal skills to establish and maintain effective 

working relationships and interact with individuals within and outside the School. 
 Ability to work independently and follow through on assignments with minimal direction. 
 Ability to lift and carry up to 35 lbs.   

 
Interested parties should submit resume, cover letter, and references to Jill Kelly, Director of 
Advancement & Community Relations, at jkelly@gillispie.org.   
 
 
 


