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Director of 

Annual Fund & Alumni Giving
This high profile position reports to the Assistant Headmaster for Development and will direct and manage all aspects of the School’s Annual Giving and Alumni Giving Program. Interested applicants should have a joyful outgoing disposition, be willing to make the “ask”, have a basic understanding of finance and tax issues, have a collaborative attitude, a strong grounding in the Christian faith, and a humble heart.

RESPONSIBILITIES 
· Direct Wesleyan’s Annual Giving program for parents, faculty, and friends of the School.
· Recruit lay leadership for the Parent and Grandparent giving programs
· Maintain participation of at least 95% of parent giving
· Set Strategic Goals, design & develop a solid Alumni Fund/Roll Call program—with the goal to raise the participation from 30% to 50%
· Develops class agents for each class and class solicitors to help the class agents
· Develops an ongoing program of donation levels to increase alumni $

· Solicits constituents in and around the community for Annual Fund and Capital Campaign contributions

· Identify, recruit, train and support volunteers
· Ensure accurate and complete alumni records

· Collaborates with the school’s leadership and Board to identify funding needs, set goals, target strategies, and implement effective programs to complete this $43 million campaign and successfully launch a new endowment campaign
· Work with the Headmaster and Assistant Headmaster to develop leadership for these campaigns

· Assist with Trustee relations and represent Wesleyan School to various constituent groups
· Works with the Alumni Coordinator and Communication Office  to develop  the Alumni “program”
· Assists in creation and design of alumni and other development publications
· Provide information for quarterly alumni e-mail newsletters
· Collect alumni information for school magazine for Alumni Relations Coordinator
· Update information on alumni website
· Assist in Coordinating Alumni Events (Office assistant helps in detail work of food, location set up, etc)
· Homecoming

· Reunions

· Christmas brunch

· Other events and programs to be developed

· Coordinator of various events on campus  (Office assistant helps in detail work)
· Grandparents Day
· Other events and programs to be developed
· Write proposals for foundations and grants and coordinate the foundation submission and subsequent follow-up with the foundations with others in the Development Office
· Has good knowledge base of stock transactions and dealing with stock brokers and donors to maximize their contribution
· Provide assistance where necessary to the office’s support functions such as Annual Report, donor records, tracking systems, etc.
· Be prepared to lead the office in the absence of the Assistant Headmaster for Development and work with him/her to oversee the development office budget
· Teach and Coach at least one season/one semester for each school year
· Some hours (20) required during the Christmas holidays.

Qualifications:  Proven interpersonal, leadership, people management, writing, and communication skills; goal oriented;  can set goals/priorities and takes pride in their achievement; enjoys attending various school and community events; must have a positive outlook and be willing to make solicitations for contributions;  ability to create and design a “state of the art” alumni donor program.

Personal qualities: Organized, consistent, self-starting and self-disciplined, ability to learn on the fly, encouraging, nurturing, patient, kind, positive  motivation, steadfast and attentive to detail.

The position is a twelve-month position with time required during Christmas break.  The position reports to the Assistant Headmaster for Development 

We invite visits to our website at www.WesleyanSchool.org.

Interested applicants should send resumes to 

Mr. Matt Cole, Assistant Headmaster for Development

Wesleyan School

5405 Spalding Drive 

Norcross, GA  30092

678-223-2255

Fax:  770-448-3699
