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ANNUAL FUND MANAGER  

JOB DESCRIPTION 
 

Department:  Advancement 

Supervisor:  Director of Advancement 

Status:  Full-time 

 

This is a full-time, fundraising position reporting to the Director of Advancement. This person 

will be responsible for the design, implementation, management, and success of all aspects of the 

Ursuline Fund which is designed to build annual operating support for Ursuline Academy. The 

Annual Fund Manager will create programs and events designed to strategically identify and 

cultivate all constituencies in meaningful ways that transition into engaged volunteers and 

donors and creates a sustainable and growing culture of philanthropy at the Academy.  

 

SPECIFIC DUTIES:  

 Develop, coordinate, and manage a comprehensive yearly fundraising plan and appeal 
schedule for the Ursuline Fund  

 Coordinate all annual fund solicitations of alumnae(i), parents, grandparents, faculty and 
staff from the non-donor level up to the leadership level that leverages a variety of media 
(electronic solicitations, direct mail appeals, face-to-face solicitations, events) 

 Collaborate with the Director of Advancement on Leadership gifts to coordinate the 
solicitation of new prospects and the upgrade of current donors who have the potential to 
increase their annual giving beyond the Merici Circle 

 Manage a portfolio of annual fund prospects with annual goals for personal visits, 
solicitation, and giving outcomes 

 Conduct face-to-face solicitations to annual fund prospects (approximately 10-15 a 
month) 

 Recruit, manage, and, train volunteer leadership to support annual fund initiatives (Class 
Agents, Phone-a-thon callers, etc.) 

 Plan and execute fall and spring phone-a-thons / thank-a-thons 
 Plan and execute fundraising events (Paint The Town Red Gala, Trivia Night, Auctions, 

Golf Outing, etc.); recruit volunteers as needed to help support the events in partnership 
with the Alumnae and Constituent Relations Manager 

 Develop and manage a program for lapsed donors 
 Develop a program for Student Philanthropy 
 Jointly manage the Reunion Giving Program and set appropriate goals with the Alumnae 

and Constituent Relations Manager 



 

 Review and upgrade current donors as well as increase the overall participation rate of all 
Annual Fund constituencies 

 Collect and analyze annual fund reports; collaborate with Advancement Services in 
managing the donor database including reports, queries and gift acknowledgement letters  

 Analyze data and generate reports for Advancement Committee meetings 
 Work closely with the Alumnae and Constituent Relations Manager as it pertains to the 

cultivation and solicitation of alumnae. This includes involving the Alumnae Association as 
well as non-Association alumnae and alumni in the active solicitation of gifts including 
greater and more meaningful volunteer assignments  

 Participate in moves management process and assist in identifying major gift prospects 
 Contribute content to Director of Marketing & Communications for school newsletters, 

email blasts, and social media as appropriate 
 Direct efforts to create and produce an Annual Report of Giving 

 

GENERAL:  

 Act as consultant to the Director of Advancement on all matters relating to the Ursuline 
Academy Annual Fund 

 Analyze situations and exercise good judgment 
 

WORK ETHIC:  

 Maintain confidentiality at all times regarding the Ursuline community 
 Attend all required meetings/events and willing to perform all other duties as assigned 
 Contribute by personal example to an atmosphere of faith commitment in a manner 

consistent with Catholic values and our founder, St. Angela Merici 
 Respect, cooperate and maintain a positive attitude with colleagues (faculty and staff), 

students, parents and alumnae and exemplify the core values 
 

REQUIREMENTS: 

 BA or BS degree in related field 
 Minimum of 2 years of experience leading an annual fund program, preferably in an 

independent school or having other nonprofit equivalent experience 

 

COMPETENCIES NEEDED: 

Demonstrated organizational and communication skills as well as the ability to work with and 

inspire volunteers. Superior volunteer management skills with 2 or more years fundraising 

experience with Annual Fund and Special Event fundraising. Demonstrated success developing 

and executing annual giving initiatives. The employee must have excellent written, verbal, and 

interpersonal skills with the ability to work on multiple projects simultaneously with significant 

attention to detail. The employee will need the ability to work under pressure of daily deadlines, 

while not losing sight of long term strategic goals and objectives. Proficiency in computers and 

development software, preferably knowledge of relational donor database software (Raiser’s 

Edge). Willingness to be part of a collaborative environment and work closely with colleagues 

and the Advancement Committee. 



 

 

PHYSICAL DEMANDS: 

The position requires frequent walking, standing, bending, talking and lifting of up to 25 pounds 

as a regular part of the job. Specific vision ability required including close, distance, peripheral 

vision and ability to adjust focus. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

WORK ENVIRONMENT: 

The noise level in the work environment is moderate. The employee may be exposed to possible 

extreme weather conditions, and infectious diseases. While performing the duties of this job the 

employee will occasionally be exposed to weather conditions of extreme cold and or extreme 

heat. 

 
SALARY/BENEFITS: 

 Commensurate with experience and education 
 Generous benefits package offered 

 
TO APPLY: 

If interested, email cover letter, resume, and references to: uaemployment@ursuline.org. Please 
include “Annual Fund Manager” in the subject line of email. 

mailto:uaemployment@ursuline.org

