
 

 
 

ADVANCEMENT DIRECTOR  

 

The NativityMiguel Middle School (nativitymiguelbuffalo.org) is a faith-based middle school 

transforming the lives of underserved students in a secure and nurturing environment on single 

gender campuses.  In partnership with our families, we deliver a uniquely effective education 

that includes an extended school day and school year, dedicated and caring teachers, personal 

mentoring and continuing support through high school graduation. 

 

Unlike most non-public schools, NativityMiguel does not rely on tuition income to fund operating 

expenses, but relies instead on the success of the school’s advancement efforts and the generosity of the 

community. The Advancement Director supports, reports to and is accountable to the school’s President 

in meeting the school’s fundraising goals.   

 

Job Responsibilities 

 

 Research, identify, generate and track proposals for both unrestricted operating revenue and 

restricted projects and submit timely and accurate reports for all grant funded projects. 

 

 Maintain accurate and complete fundraising, communications and volunteer data bases including 

data entry, documentation of donor contacts, preparation of mailing lists, fundraising reports, 

foundation identification and tracking, gift processing and gift acknowledgement. 

 

 Manage the gift processing and gift acknowledgment process. 

 

 Coordinate direct mail solicitations and campaigns. 

 

 Coordinate annual fundraising dinner and auction:  support school and volunteer leadership in all 

aspects of the event to ensure the event runs smoothly and is financially successful including 

logistics, volunteer engagement, budgeting, venue negotiations and on-site management. 

 

 Develop and implement a communications plan to connect with current donors and to grow 

awareness of the school including logistical support of the school’s recruitment plan, regular e-

newsletters and press releases and internet presence. 

 

 Assist President and Trustees in implementation of strategies to meet the goals of the school’s 

development plan. 

 

 Carry out other duties as assigned by the President in order to meet the goals of the school’s 

strategic and fundraising plans. 

 

 

Education 

 

 Bachelor’s Degree (or higher)  



 

Experience 

 

 Prior experience in fundraising roles including grant writing, the gift acknowledgement 

process, data base management and events 

 Proven ability to research and write clear, structured, articulate and persuasive grant 

proposals 

 Strong working knowledge of donor data base management software such as eTapestry 

 Demonstrated written, oral, electronic and presentation abilities 

 Demonstrated interpersonal skills, including the ability to communicate effectively with 

management, donors, volunteers, students and staff 

 Demonstrated organizational and project management skills including ability to 

prioritize, focus, manage multiple tasks and anticipate and meet deadlines 

 Demonstrated ability to work both independently and as part of a team 

 Web-based communication experience a plus 

 Publications experience a plus 

 

 

Knowledge, Skills, and Abilities 

 

 Knowledge and familiarity with writing and research techniques for foundation grant 

proposals 

 Strong word processing, spreadsheet and database skills 

 Excellent care and attention to detail 

 Absolute commitment to accuracy, timeliness and confidentiality 

 Demonstrated initiative, resourcefulness and problem solving capabilities 

 Flexible and able to manage priorities and respond to multiple demands 

 A willing learner with a strong work ethic, able to work both independently and as part of 

a team 

 Comfortable with the school’s faith based mission to break the cycle of poverty through 

education 

 Compliance with the Safe Environment Program of the Diocese of Buffalo 

 Professional demeanor in dress and appearance 

 A valid driver’s license and a reliable automobile 

 

Salary commensurate with experience. 

 

 

Please send cover letter of interest in the position, resume and references by mail to: 

 

Nancy M. Langer, President 

NativityMiguel Middle School 

21 Davidson Avenue 

Buffalo, New York  14215 

 

Resumes without a cover letter or sent via fax or email will not be considered.  Qualified 

candidates will be invited to meet with the interview committee.  No phone calls, please.   


