
This job description is intended to convey information essential to understanding the scope of the job and general nature and level of work. It is not 
intended to be an exhaustive list of qualifications, skills, efforts, duties, responsibilities or working conditions associated with the position, nor is it 
considered a contract between the employee and St. Paul’s Day School. St. Paul’s has the right to change employees’ job duties at its discretion. 

 

Director of Development 

Job Status: Full-Time 

Reports to: Head of School 

Schedule: Year Round  

 
 

 
About the School: 
Founded in 1963 as a mission of St. Paul’s Episcopal Church, St. Paul’s currently serves over 500 toddler-eighth 
grade students in the heart of Kansas City, MO.  With a dynamic, dedicated faculty and a supportive, inclusive 
community, we exist to develop confident learners, ethical leaders, and compassionate, engaged citizens.   
 
Purpose of the job: The Director of Development is responsible for leading all fundraising and stewardship 
activities for the school, including the annual fund, planned giving, major gifts, special events, the annual 
auction, and capital campaigns.  The Director of Development is a key member of the leadership team and 
reports to the Head of School. 
 
The Director of Development works closely with the Advancement Committee of the Board of Trustees, 
supervises the Development Coordinator, and partners with the Director of Admissions and the Director of 
Marketing and Communication to champion schoolwide advancement goals.  
 
Currently, the school annually budgets for a combined $395,000 in revenue from the annual fund and parent’s 
guild auction.  The school also engages in annual major gift solicitation and periodic capital campaigns to fund 
strategic priorities and major campus improvements.  In the spring of 2023, the school will begin fundraising 
for renovations of the athletic fields, the early childhood center, and the administrative wing.  
 
Major tasks & duties: 
Annual Giving 

• Plan and oversee the school’s Annual Fund campaign using multi-channel communication plan for 
soliciting constituent groups to grow annual giving. The current year annual fund goal is $285,000. 

• Personally solicit top donors for the Annual Fund.  

• Utilize volunteers from the constituent groups, including parents, grandparents, and alumni, to assist in 
the campaign.  

• Report on annual giving progress and constituent participation. 
 
Capital Campaigns and Major Gifts 

• Cultivate and solicit major gifts in support of the school’s key initiatives as outlined by the board.  

• Oversee multi-year capital campaigns approved by the board. Campaign work will include crafting the 
case for support, identifying naming opportunities, prospect research, personal solicitation of major 
donors, and managing donor recognition.  

• Research and write grant proposals to fund special school projects, professional development 
experiences, and capital campaigns 

• Work closely with the board and campaign leadership on solicitations and provide regular campaign 
progress reports.  
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Alumni Relations  

• Help coordinate events for connecting St. Paul’s alumni, parents of graduates, grandparents and 
retired employees with the school.  

• Collaborate with Marketing to communicate relevant messages and engagement opportunities with 
these constituent groups. 

• Keep records current for alumni.  
 
Department Management 

• Oversee documentation of pledges, gifts, and donor acknowledgements. 

• Manage the follow-up for all pledges and pledge payments based on the donor’s payment schedule. 

• Ensure proper donor recognition. 

• Assist business manager with annual audit.  

• Provide fundraising projections for annual operating budget.   
 
Annual Auction and Community Events 

• Supervise Development Coordinator and provide oversite for the school’s auction and Parents’ Guild 
events. 

Minimum qualifications 

• Bachelor’s degree  
 

• 3-5 years of experience in a development and fundraising role.  
 

Preferred qualification 

• Experience with a donor database or CRM (examples: Raiser’s Edge, Salesforce) 
 

Physical demands 

Incumbents must be able to successfully perform the essential functions of the job, with or without 
reasonable accommodation.  

 
Expected compensation between $80,000 – 90,000. St. Paul’s provides generous benefits, including very 
generous tuition remission for children of faculty and staff. 
 
Knuckleball Consulting is assisting St. Paul’s in this search. Interested candidates should contact Mike Vachow 
at mike.vachow@knuckleballconsulting.com.  
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