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Position Summary 

The Development Director of Heritage Academy is responsible for implementation of Heritage Academy’s 

Strategic Development Plan.  The Development Director, who reports to the school’s Chief Administrative 

Officer (CAO), will oversee the establishment of new and the strengthening of existing relationships that have 

an interest in the school’s mission and are willing to invest in the school’s vision. 

Key Responsibilities 

• Oversee the solicitation of operational, capital, and deferred gifts  (In the future, this could include 

grant writing.) 

• Design, implement, evaluate, and modify, in consultation with the Chief Administrative Officer, the 

immediate and long-range fundraising program of the school 

• Communicate and celebrate the Heritage Academy story and model and energize a community of 

supporters 

• Build, sustain, and monitor philanthropic relationships with a pool of major and planned giving 

prospects and charitable foundations 

• Cultivate, solicit and steward annual fund donors 

• Recruit, support, educate, motivate and coordinate fundraising volunteers 

• Oversee and implement the development of a growing base of pastor (church) and alumni activities 

and support 

• Oversee the school’s communications program including equipping families to effectively recruit new 

families. 

• Create, coordinate and implement special events or initiatives 

Working Conditions 

The Director of Development is a part-time position at 40 hours per month.  The Director will have a work space 

at the school but is also expected to be off campus building relationships and meeting with donors.  The 

Director may occasionally be required to attend school-related activities in addition to normal working hours 

which may be paid at the hourly rate.  Reasonable, prior-approved expenses will be reimbursed by the school. 

Key Relationships (Excluding Direct Reporting Relationships) 

• Board of Trustees • Pastors of area churches 

• Heritage Academy staff • Preschool directors 

• Heritage Academy parents • Heritage Academy alumni 

Education 

• Bachelor of Science or Arts Degree in Marketing or Communications from an accredited college or 

university preferred 

• At the school’s discretion, experience may be considered in lieu of education. 

Qualifications and Experience 

• Committed Christian with a passion for Christian Education and University Model Schools® 

• High level of initiative and motivation; demonstrated ability to accomplish goals with self-direction 

• Excellent communication (verbal and written) and presentation skills 

• Knowledge of fundraising techniques and best practices 

• Prior experience preferred: 

o Five or more years of fundraising or development, preferably in an educational setting 

o Public relations, preferably in an educational setting 

Technical Skills 

• Ability to use Microsoft Office including database creation and maintenance with Microsoft Access 

• Knowledge of Microsoft SharePoint preferred but not required 

 


