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DE LA SALLE CHRISTIAN BROTHERS OF THE MIDWEST

POSITION ANNOUNCEMENT
TITLE:  Assistant Director of Development
DEPARTMENT:  Development Office
REPORTS TO:  Chief Development Officer
POSITION SUMMARY:
The Midwest District of the De La Salle Christian Brothers is part of a global Catholic educational network transforming the lives of the young and the poor since 1680.  One of four Lasallian Districts in North America, the ministries of the Midwest District include three universities, 13 high schools, four San Miguel middle schools, four retreat centers and two publishing houses in seven states, as well as the Provincialate Office in Burr Ridge, Illinois.  The District includes 131 Brothers and more than 4,000 Lay Partners sharing an educational mission that serves over 20,000 students.
The Assistant Director of Development reports to the Chief Development Officer, managing events and related activities for the Development team.  Target audiences include benefactors, alumni, and other friends of the Christian Brothers.  The goal of the Events program is to sustain and grow the bond between the individual/couple and the Christian Brothers of the Midwest, to enhance awareness of the District’s gift priorities and, thereby, to create an optimal climate for charitable gift support.

SPECIFIC RESPONSIBILITIES INCLUDE:

Managing the District’s Lasallian Day event program, 8-12 gatherings in Chicago and around the country each year bringing Lasallian benefactors and friends together.  The number of events annually reflects budget and geographic considerations.  Lasallian Day event management includes the invitation and promotional marketing, guest responses and full logistics with the location, etc.
Bring strategic thinking and industry best practice together to deepen connections with key benefactors and other target groups.

Providing frontline management for the annual St. George H.S. and St. Mel H.S. alumni banquets.  Work with alumni boards/volunteers, event location staff and District Development communications manager to coordinate marketing.  Manage all reservations and follow up.  Team with Alumni Banquet Chair to support the Banquets and other alumni duties.  This position has primary responsibility for successful execution of these two annual events.  
Manage the Development Sportswear/Giftware program to include inventory, fulfillment and limited marketing of St. George and St. Mel sportswear, and marketing, inventory and fulfillment of Midwest District sportswear and giftware.
Provide the appropriate level of staffing and support to the Reunion Committees (4 total) for the Banquets.  Point person for recruiting committees, establishing/monitoring meeting dates, providing class lists and, with the support of the Development Associate, updating database records.
Frontline management of the annual St. George/St. Mel Golf Outing.  Support the event co-chairs, schedule meetings of the committee, work with the event location staff, mail invitations and do follow up promotion, track attendees, sponsors, and prizes obtained.  Assist other Development Officers in sponsorship solicitation.

Managing the development of programming for alumni of Driscoll Catholic and Archbishop O’Hara (MO) high schools.
Assist the event chair with the promotion and execution of the Alumni Spring Training baseball game in Phoenix.  Execute the mailing and limited event promotion.  Assist from Burr Ridge with a limited amount of event logistic support.  Manage responses and follow up. 
Oversee the Alumni Archives and Development-related materials at the District office.

Develop a facility with DonorPerfect, our advancement database.

Assist/manage other development events and programs as assigned.

ESSENTIAL EXPERIENCE AND ATTRIBUTES INCLUDE:

· Bachelor’s degree and some related work or volunteer experience

· Well-developed writing and organizational skills

· Ability to multi-task and to contribute to the development team and District Office staff as a positive and supportive team player

· Full computer literacy, excellent interpersonal relationship skills
· Access to a personal automobile

· Availability for occasional evening/weekend work and out of town travel 
· Awareness of and commitment to the mission of the De La Salle Christian Brothers
A competitive salary and benefits package will be offered.  The starting date for this position is September 25, 2017.  Review of applications will begin immediately.  To express interest in this position please email a cover letter and resume to:

Robert L. Cummings

Chief Development Officer

Christian Brothers of the Midwest

rcummings@cbmidwest.org
