
Community Christian School of Baraboo (CCS) 

Development Director Position Description 

 

Position Overview 

The Development Director is responsible for planning, organizing, and implementing 

fundraising strategies, as well as identifying donors and cultivating relationships within 

the CCS community that will support the mission of CCS. The Development Director 

reports directly to the Administrator as an active member of the school's administration.  

 

Key duties and responsibilities: 

 Recognize the need for good public relations. Represent the school in a favorable 

and professional manner to the school’s constituency and the general public. 

 Develop and maintain rapport with students, parents, and staff by treating others 

with friendliness, dignity, and consideration. 

 Follow the Matthew 18 principle in dealing with students, parents, staff, 

administration, board, and constituents. 

 Seek the counsel of the administrators, colleagues, and board while maintaining a 

teachable attitude. 

 Cultivate and manage annual fundraising of $100,000 per year. 

 Develop capital campaign strategy and implementation plan, including direct 

mail, associated fundraising events, and personal solicitation. 

 Manage the cultivation of donor and prospect relationships ($1,000 + total 

annual giving). 

 Coordinate with the school board, administration, and staff on the solicitation 

and stewardship of the organization’s funding needs. 

 Coordinate and manage database-management operations, as well as guide the 

procedural aspects of the organization’s receipt-and-acknowledgement functions. 

 Develop and complete financial and analytical reports in connection with the 

needs of the school’s administrator and bookkeeper. 

 Oversee alumni relationships. 

 Coordinate and manage stewardship and special events. 

 Cooperate with the Board and administration in implementing all policies, 

procedures, and directives governing the operation of the school. 

 Interface with marketing to create, manage, and communicate campaigns, 

events, and initiatives on the CCS website, social media, and other public 

relations platforms. 

 Responsible for soliciting gifts of all sizes from alumni and friends. 

 Identify, develop, and maintain supporter database. 



 Work collaboratively with and in support of volunteers, other staff, and other 

school representatives to cultivate donor interest for school-wide priorities. 

 Visit 15+ donors and donor prospects per month. 

 Maintain gift related communications including pledges, receipts, planned gifts, 

and stewardship in a timely and professional manner. 

 Work with administrative and communication staff to develop communication 

strategy with excellence. 

 Produce development reports as requested by the Administrator to demonstrate 

effectiveness. 

 Ensure fundraising operations are completed utilizing best practices maintained 

by participation in two or more meaningful professional development 

engagements per year. 

 Provide feedback and insight for development strategies, goals, and plans. 

 Ensuring compliance with all relevant regulations, laws, ethical principles, and 

standards of professional conduct for fundraising; the institution’s policies and 

procedures; and accountability standards to donors. 

 Develop and execute CCS’s strategic fundraising plan. 

 Lead a comprehensive annual giving program including strategies to incorporate 

individuals, alumni, foundations and corporations with a focus on acquiring new 

donors and increasing average gift amounts. 

 Database management. 

 Lead and supervise special events. 

 Develop and track proposals and reports for all foundations and corporate 

fundraising. 

 Develop and maintain a stewardship plan to emphasize gratitude and gift impact 

to donors. 

 Develop and market the annual fund with the goal of increasing outside 

involvement and support through publications and communication with the 

media. 

 

Volunteer Management 

 Identify and recruit annual event chairs. 

 Collaborate with volunteer chairs and committee on planning and executing 

annual event. 

 Act as liaison between volunteer staff and leadership team/school board. 

 

  



Qualifications, Knowledge, Skills, and Abilities 

Spiritual 

 The Development Director shall be a born-again Christian believer with regular 

attendance at a local evangelical church. 

 The candidate must have an understanding of biblical generosity.  

 Strong Christian faith, commitment and volunteer service experience. 

Personal 

 Candidates applying for this position should have high energy and drive, 

excellent listening and communication skills, strong organizational skills, and an 

ability to plan strategically. The candidate should know or be willing to learn the 

CCS faculty, curriculum, and current students; and they should be prepared to 

speak knowledgeably about the school to guests and the community. Discretion is 

paramount to this role. 

 The Development Director shall possess a comprehensive understanding of and 

commitment to Christian education. 

Formal 

 Required: Bachelor’s Degree in business or communication or equivalent work 

experience. 

 Preferred: Three or more years of fundraising or sales experience. 

Professional 

 Proven track record of individual donor fundraising. 

 They must have a personal yet professional demeanor, especially on the phone 

and during in-person meetings.  

 Experience working in development with collaborative decision-making 

processes is preferred. 

 Proven understanding of the essential components of advancement work and 

development office functions. 

 Proven organizational skills, and ability to meet deadlines, set and manage 

expectations, and translate goals into achievable steps. 

 Effective oral and written communication skills. 

 Strong analytical, problem-solving, and time management skills. 

 Ability to delegate and supervise tasks. 

 Ability to establish immediate rapport. 

 Comfort in speaking to small and large groups. 

 The ability to work well with other staff and volunteers. 

 High level of proficiency in database management, spreadsheets, and word 

processing. 


