
 

 

Development Director Job Description 

The Development Director is a 12 month administrative position. The role is currently a part-time job 

that requires flexible hours at times. The Development Director reports to the Superintendent of Crown 

Point Christian School (CPCS). Final hour expectations, requirements, and compensation will be 

established by the CPCS Board of Trustees and is negotiable. 

Personal Qualifications 

1. Demonstrate a personal relationship with Jesus Christ. 

2. Be in full agreement with the CPCS statement of faith and philosophy of education. 

3. Evoke a passion for Christian education in general, and CPCS in particular, in words and actions. 

4. Excellent interpersonal, organizational and presentation skills, including being comfortable 

presenting for sizeable audiences and groups of people. 

5. Ability to engage in substantive conversation with donors and keep conversations and all 

donations confidential. 

6. Exceptional verbal and written communication skills. 

7. Team oriented as well as comfortable working independently, in a deliberate, organized, and 

focused manner. 

8. Understand the CPCS community and the greater northwest Indiana region. 

9. Strong technology skills, including Microsoft Office and the ability to maintain Blackbaud online 

donor database. 

10. Bachelor’s degree. 

Responsibilities 

 Fundraising 

 Advise, coordinate, and work alongside all major fundraising committees of the school. This 

includes the Golf Outing, Fellowship Dinner, and Auction. 

 Participate and attend all CPCS events. 

 Seek out planned giving opportunities such as memorials, bequests, gift annuities, life insurance, 

etc. 

a. Meet and work with Barnabas Foundation and utilize their services as appropriate. 

b. Solicit donations to the CPCS Foundation. 

c. Encourage awareness of the Memorial Tree and ensure all plaques are engraved 

properly and consistently. 

 Continually build relationships with donors: 

a. Provide school updates, needs, blessings, and challenges.  

b. Initiate thank you phone calls, letters, and meetings. 

c. Attend special promotional functions in various church-sponsored Christian education 

functions and/or church leadership meetings. 



d. Build church relationships, grandparent relationships, and other special friends by 

sharing the exciting story of CPCS. 

e. Update, monitor, and utilize the online donor database, Blackbaud. 

 

Communications 

 Oversee the development of CPCS newsletters and ensure they are sent a minimum of three 

times a year. Contribute articles to the newsletter as needed. 

 Assist in management of timetable of fundraising communications to the association to avoid 

overlap and duplicate mailings. 

 Participate with other office members to update, oversee, and provide material for our various 

social media outlets.  

 

Administrative  

 Take the lead role to develop and utilize the newly implemented donor database, Blackbaud. 

This database will also be utilized by all fundraising groups and the school office. This will 

require the ability to train committee members, school staff, and board members to use the 

system for specific needs, requests, and reports. Training will be provided and necessary. 

 Attend all Capital Campaign meetings and present a monthly financial report, relate specific 

concerns, challenges, and develop strategies for present and future areas of development. 

 Work closely with the CPCS office regarding school finances. 

 Provide verbal and written monthly updates to the CPCS Board of Trustees.  

 Attend Development Directors Meetings of area Christian schools to promote unity for the 

common good of Christian education. 

 Serve as a liaison of CPCS and Second Life Resale Shoppe. 

 


