
 

Advancement Coordinator 

Reports To: Head of Advancement             Job Status: 12 month, full-time, exempt 

Salary Information: Salary will be commensurate with experience. Full benefits and a 401(K) retirement savings 
program included. 

Description: JSerra is seeking a detail-oriented individual to coordinate the school’s annual fund, donation data 
management, and gift acknowledgement processes from beginning to end, with an eye for both operational 
effectiveness and donor experience.  The successful candidate will be an effective problem-solver with 
experience in data management, administration and non-profit fundraising in a fast-paced, professional 
environment and must maintain confidentiality of privileged and sensitive information. 

Responsibilities 

 Designs, documents and implements best practices for the timely and accurate keying of donations, 
donor preferences, research, and file processes on the school’s database system.  

 Assists in the creation of the Annual Report, working closely with the Marketing and Communications 
department to prepare a donations listing for the final report of the Annual Report.  

 Processes accurate and timely gift acknowledgement letters for all fundraising efforts.  
 Responds to inquiries from donors in a professional and timely manner. 
 Works closely with the Business Office in order to accurately reconcile revenue numbers.  
 Assists with the Annual Fund including hands-on donor cultivation, by working closely with board 

members, key donors and identifying potential new donors.  
 Implements strategies to continue to develop annual fund donor base. 
 Outlines appeals to be sent on behalf Office of the President. 
 Prepares reports, track and communicate progress of the annual fund to the president and advancement 

team. 
 Follows through on all donor meetings and donor communications.  

 

Knowledge, Skills, and Abilities 

 Excellent interpersonal communication skills 
 Highly organized and procedural thinker  
 Track record of success working in a team environment 
 Ability to assist with event planning and execution 

 

Education & Experience 

 2 years of professional experience in database management, administration, accounting or a similar role 
 Bachelor’s degree 
 Proven ability to manage tasks and meet deadlines with minimal oversight or supervision 
 Proven ability to manage large amounts of information with accuracy 

 

Special Qualities & Characteristics 



 
 

 Passionate for the mission of JSerra (i.e. the integral formation of students’ faith, intellect, and character) 
 Deep appreciation for the Catholic faith and a commitment to the teachings of the Church 
 Strong initiative and desire to work in a highly collaborative environment 
 Superior rapport with parents, students, and staff 


