
 

 

The Academy of Classical Christian Studies     
Job Description: Development & Communications Director  
April 1, 2021 
 
The Development and Communications Director provides organizational 
leadership in two critical areas for The Academy: 1) fundraising and 
 2) communications and marketing.  
 
In the area of fundraising, the Director is responsible for creating a culture of giving across the school 
district and provides strategic planning for fundraising events that support the school’s scholarships, 
capital campaign, and underlying budget needs.  
 
In the area of communications and marketing, the Director is responsible for modeling, implementing, 
and ensuring excellence in the delivery of messages across the school’s intranet and public platforms 
and in maintaining brand standards on all marketing and public facing materials. The Director 
coordinates with principals and department leaders across three campus to build a cohesive 
communications strategy for stakeholder audiences.  
 
Leadership  

• Reports into the [Chief of Staff] and serves as the Chair of the Fundraising Committee and the 
BrandCom Committee to implement successful internal and external development projects to 
multiple constituencies of The Academy.  

• Cultivates relationships with Giving Society members, capital campaign donors, and prospective 
donors.   

• Oversees and coordinates strategic messaging and content creation that elevates the cultural and 
educational experience for current families, recruits new families, and builds loyal relationships 
with donors and community leaders.  

 
 
 
Communications & Marketing Director 

• Owns the school’s communications calendar and brand style guide by coordinating a 
comprehensive communications strategy with department leaders and the BrandCom Committee 
to keep stakeholders informed and engaged with campus life.  

• Establishes the digital footprint and SEO of the Academy and oversees the content of the 
Academy website and social media pages (Facebook, YouTube).  

• Coordinates and develops content for intra-communications, managing tools such as Nuntias 
(intranet), text messaging platform (Parent Alert), and e-newsletters 

• Assists in development and implementation of an overarching marketing plan to achieve 
measurable goals for recruiting new families, as set by the leadership team, Admissions team and 
relevant committees. 

• Oversees and coordinates the regular publication schedule of online and print pieces used for 
admission, recruitment, and the public at large (ex: annual report, enrollment packets, ect.) 

• Develops and maintains a crisis communications protocol and procedures for communicating with 
families during a crisis.  

 
 
 



 

 

 
 
Fundraising Development 

• Works in conjunction with the Chief of Staff, Headmaster and Fundraising Committee to raise 
scholarship, operational, capital, and endowment funds through View Events, personal one-to-
one, outside group presentations, and direct mail/online appeals.  

• Timely responses to all donated gifts, in writing and verbally as appropriate. 

• Keeps good record of development events and researches successes of other schools in an 
attempt to grow and improve Academy fundraising efforts.  

• Assists in developing fundraising contacts within The Academy’s parent, grandparent, and 
associate constituencies and new giving relationships with donors and corporate sponsors outside 
The Academy.  

• Cultivates a culture of giving primarily through the Giving Society donors, organizing exclusive 
events or perks for being a part of this steady donor base.  

• Oversees and creatively coordinates all aspects of annual Academy Auction following the 
procedures already in place, including preparation, committee planning, event execution, and 
follow-up. 

• Researches, writes and submits grant applications for The Academy.  
 
 
Education: 

• Bachelor’s degree is required. 3-5 years of experience in fundraising, communications, public 
relations, and marketing preferred. 

 
 
Required Skills and Attributes: 

• Excellent organizational skills, and oral and written communication skills. 

• Intuitive sense of creative design and the ability to make it happen. Desktop publishing, 
photography and website maintenance skills preferred. Familiarity with Word Press or a similar 
website development program preferred. 

• Excellent interpersonal communications skills and strong people skills. 

• Ability to function well in a team and to work well with faculty, staff, administrators, alumni, 
parents, board members and community members. 

• Capacity to provide both vision and attend to detail. 

• Flexible and can work with minimal supervision. 
 
Other: 
• Must demonstrate strong commitment to the mission and values of The Academy.  
 
 


