Job posting 
Executive Director of Institutional Advancement 
The Executive Director of Institutional Advancement is a full-time position responsible for developing a culture of philanthropy among the Notre Dame Academy community and providing strategic oversight to the Development, Alumnae, and Enrollment Departments. The position ensures alignment across all external relations to promote Notre Dame Academy’s mission, grow philanthropic support, and strengthen enrollment. 
Areas of responsibility include: 
· Serve as a mission-driven ambassador, representing and communicating the values, vision, and programs of Notre Dame Academy to internal and external stakeholders.
· Develop and implement a data-informed plan to build relationships with families and engage them in NDA’s mission from the first point of contact through the donor life cycle. 
· Proactively identify and cultivate key individual stakeholders to advance the mission of NDA. 
· Serve as the chief development officer for NDA by maintaining an active portfolio of constituents
· Lead comprehensive development strategy, including the Annual Fund, Planned Giving, Corporate Sponsorships, Endowments, and Scholarships. 
· Collaborate with the President and Chief Communications Officer to align Advancement, Enrollment, and Marketing goals with the broader mission of the school.
· Oversee and direct the ongoing identification, screening, evaluation, and solicitation of prospective donors.
· Provide oversight for key development events, working with the Advancement Services Manager to plan and execute key events such as Light the Night, Scholarship Breakfast, and donor recognition events. 
· Provide strategic direction to development, alumnae, and enrollment departments. 

Qualifications: 
· Bachelor's degree or higher - professional certifications in fundraising or development a plus
· Minimum of five years of experience in advancement and fundraising. Education experience preferred. 
· Experience managing cross-functional teams and budgets.
· Availability to travel and participate in evening/weekend events.
· A genuine passion for the school's mission and a strong belief in the value of education.

Related Knowledge/Skills:
· Excellent written and verbal communication skills. 
· Strong leadership and management skills.
· A collaborative and team-oriented approach.
· A commitment to maintaining the highest ethical standards in fundraising practices and adherence to relevant fundraising regulations and guidelines.
· Passion for data as an enabler to development and enrollment - including experience with CRM databases and ability to turn data into strategy
· Proficiency in donor and/or admissions databases, CRM systems, and Google Suite.
· Creative problem-solver with an eye for detail and results-driven mindset.
This position reports to the President of Notre Dame Academy.  Notre Dame Academy is a Catholic, all-girls high school sponsored by the Sisters of Notre Dame with a rich tradition of faith, excellence and community. Interested candidates should submit a cover letter and resume to Ms. Lauren Hitron at ndahr@ndapandas.org. 

 
