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Advancement & Alumni Director — Full time
Position Summary

The Advancement & Alumni Director oversees all fundraising efforts for Aquinas Catholic Schools,
including annual giving, donor stewardship, sponsorships, alumni relations, special events, and
foundation support. This position collaborates with alumni, donors, volunteers, school leadership, and
community partners to strengthen engagement and support the school's mission.

Qualifications

e Strong organizational, communication skills, attention to detail, and confidentiality.

e Ability to manage multiple projects and deadlines.

e Experience with donor databases, fundraising software, or data entry preferred.

e Ability to work collaboratively with staff, volunteers, alumni, donors, and community members.
e Proficiency in Microsoft Office, Canva and QuickBooks.

e Experience with event planning, fundraising, or alumni relations preferred.

e Familiarity with Catholic or parish life strongly preferred.

Catholic Identity & Mission Alignment
e Supports and upholds the mission of Aquinas Catholic Schools and the teachings of the Catholic Church

e Demonstrates a commitment to Catholic education and faith formation
e Serves as a positive ambassador for the school within the parish and broader Community

Essential Duties & Responsibilities

Fundraising & Donor Relations

Coordinate Annual Appeal and Alumni Phone-a-thon campaigns with the marketing and enrollment coordinator.

Development and cultivation of major gifts and estate gifts.

Promote growth of school endowment funds.

Enter and track donations through DonorPerfect and online giving platforms.

Generate donor acknowledgements and thank-you letters.

Assist with donor stewardship and recognition efforts.

Track memorial gifts and donor recognition opportunities.

e Coordinate and oversee all fundraising efforts.

e Maintain a fundraising calendar to prevent overlapping fundraisers.

e Ensure all fundraisers are approved by the Advancement Director before launch; CAO approval may also be
required.

e Activity fundraisers must be reviewed by the Activities Director and approved by the Advancement Director.

e Ensure group and activity fundraisers are service-based.

e Collaborate with volunteers, alumni callers, and school staff during fundraising campaigns.



Alumni Relations & Communications

¢ Maintain alumni database records and update contact information.
e Coordinate alumni reunions, reunion communications, and school tours.

e Organize and promote alumni events including reunion Masses, Heritage Club gatherings, and alumni outreach

programs.

e Prepare and distribute alumni communications including newsletters, Annual Reports, Annual Appeal mailings,

and Phone-a-thon materials in coordination with the marketing and enrollment coordinator.
e Monitor obituary notices and maintain records of deceased alumni and memorial donations.
e Coordinate senior generational photos and alumni social media features.

Sponsorship Management

e Manage gym sign and scoreboard sponsorship renewals and new sponsorship outreach.

e Coordinate sponsor contracts, sign ordering, and installation timelines.

e  Work with booster club leadership regarding business booster memberships and sponsorship benefits.
e Maintain relationships with community business partners and sponsors.

Event Coordination

e Coordinate All Souls’ Day Mass and related family outreach.
e Collaborate with the Gold Rush Gala Coordinator for the gala as needed.
e Coordinate Heritage Club events and Foundation Board meetings.

Publications & Reporting

e Assist in preparation of the Annual Report including donor recognition lists, fundraising totals, and alumni giving

statistics in collaboration with the marketing and enrollment coordinator.

e Collect and organize content for alumni newsletters and fundraising publications in collaboration with the

marketing and enrollment coordinator.
e Coordinate with printers, mailing services, and volunteers for large mailings.

Financial & Administrative Responsibilities

¢ Maintain bookkeeping records for Foundation accounts, Alumni accounts, and Bus Raffle activities.
e File Bus Raffle state tax reports.

e Process mailings, bulk mail permits, and donation records.

e Answer phones, assist visitors, and provide general office support as needed.

To apply for this position, please email Fr. Jonathan Haschke, Chief Administrative Officer at
fr.jonathan-haschke@cdolinc.net or contact the school office at 402-367-3175.
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