
  

     
Saint John’s Catholic Prep 
Director of Advancement 

 
Founded in 1829 by Jesuit Father John McElroy, Saint John’s Catholic Prep is a coeducational Roman 
Catholic High School located in Frederick County Maryland. In January of 2013 the school relocated to a 
new sixty-six acre campus in Buckeystown, Maryland after completing a successful capital campaign. 
The school is seeking its next Director of Advancement who, with the school’s President, will oversee the 
creation of the next phase of a capital campaign to advance the campus master plan. The Director of 
Advancement will be responsible for overseeing all areas of fundraising, external relations and data base 
management. The Director of Advancement will work closely with the President, members of the Board 
of Directors and key volunteers and will supervise a full time development assistant. The position 
reports to the President. 
 

- Develop and implement strategies to increase annual unrestricted and restricted support from 

all constituents through outright and planned gifts. 

- Assist the President with planning and implementation of capital campaign to include 

solicitations, designing promotional materials, prospect identification, and prospect visits.  

- Identify foundation and corporate funding sources and submit proposals. 

- Prepare all acknowledgement correspondence and seasonal solicitations. 

- Responsible for outreach to Alumni to include attending class reunions/events, updating contact 

information and promote Alumni happenings on Website and Alumni Facebook. 

- Attend and provide reports at Board of Directors and departmental meetings. 

- Work with the President, Board members and volunteers on major gift cultivation and 

solicitation efforts for ongoing fund-raising activities and events. 

- Work directly with and support efforts of the school staff and community with respect to the 

school advancement, marketing and alumni programs.  

- Coordinate all areas of the annual Soiree to include: recruiting committee chairs, identifying a 

theme and location, soliciting and securing major sponsors and advertisers, designing and 

mailing invitation as well as follow-up acknowledgements, overseeing all financial obligations. 

- Identify, cultivate and solicit major gifts and planned giving prospects. 

- Prepare and monitor annual budget for the Advancement Office. 

- Oversee the data base to ensure all gifts have been entered in accord with the donors intent. 

- Prepare & update Marketing Plan on regular basis and implement as needed.  

- Perform public relations efforts – create and distribute press releases and advertisements to the 

Catholic Review and Tri-state media. 

- Advise Booster Club with membership drive, planning events, fundraisers, and advertising on 

website and school community emails.  

- Supervise full time Development Assistant. 

- Explore the feasibility of establishing a formal alumni association. 

- Maintain standard professional competence and confidentiality and adhere to a code of ethical 

conduct. 

 

 



  

 

Qualifications/ Requirements:    Minimum BA/BS degree.  Three to five years experience in fundraising 

or related marketing background, appreciation and understanding of the goals of Catholic education, 

excellent oral and written communication skills, proven leader, results oriented, ability to work 

collaboratively with staff and volunteers.  Cover letter, resume, three references and writing samples. 

 

Please email or deliver materials to Executive Assistant Marge Pieklo: Mpieklo@saintjohnsprep.org 

Address: Saint John’s Catholic Prep 3989 Buckeystown Pike, P.O. Box 909, Buckeystown, MD 21717 

Prepared 9/16/14 
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