
ASSOCIATE DIRECTOR OF MAJOR GIFTS  

Currently seeking an Associate Director for a prestigious independent school in the San Gabriel 
Valley area of Los Angeles.The ideal candidate will possess 3 to 5 years of development 
experience as a major gifts fundraiser in a non-profit or independent school environment. 

Responsibilities of the Associate Director of Major Gifts 

 Cultivate and solicit leadership gifts from an assigned portfolio of at least 120 actively managed 
prospects as well as unassigned parents, alumni, and friends. 

 Lead annual and targeted fundraising initiatives including leadership gifts, grants, annual 
unrestricted gifts, and event sponsorships. 

 Conduct and report on a minimum of 120 face-to-face meetings per year. 
 Provide leadership and support to volunteer leaders (class agents, reunion chairs, alumni council 

members, trustees) related to fundraising efforts. 
 Work with advancement staff to establish and monitor long-term strategic goals related to fund 

development. 
 In partnership with advancement staff, create and sustain donor stewardship goals for all actively 

managed prospects. 
 Contribute to general communications, including the writing, editing and producing of content 

for the school magazine, the websites, and social media pages. 
 Assist in the coordination of outreach events for the public as well as alumni and parents. 
 Maintain working knowledge of school news 
 Document and track all donor activity/proposals in development information system – Raiser’s 

Edge, Blackbaud 
Requirements of the Associate Director of Major Gifts 

 3 to 5 years of development experience as a major gifts fundraiser 
 B.A. required, M.A. preferred 
 Excellent written and verbal communication skills 
 Track record of collaboration with development volunteers, trustees, and fundraising staff 
 Ability to travel locally, regionally, and nationally 
 Ability to work well under pressure and be responsive to deadlines 
 Demonstrated experience with Raiser’s Edge donor management software, Excel and Word 
 Demonstrated ability to manage and complete multiple projects simultaneously 
 Demonstrated ability to manage a budget 
 Excellent aptitude for working with people in a team environment, including collegiality, 

confidence, and a sense of humor 
 Meticulous attention to detail 
 Frequent domestic travel required 
 Evening and weekend work required 
 A valid California driver license with a satisfactory driving record is required 
 A criminal background check is required and must be successfully completed and approved 

before employment can begin 
Compensation for the Associate Director of Major Gifts 

 Salary: $80,000.00 to $90,000.00 /year 
 Plus full benefits (medical, dental, vision coverage), retirement program and extensive paid 

holidays and vacation time 



CONTACTING US 

Candidates are requested to email their resumes directly to us at 
Careers@DependableEmployment.com. If a candidate has any questions that are not answered in 
the listing, they should feel free to contact us at 310-274-3434. 

NOTE: Since this is a school, the successful candidate must be capable of being cleared through 
the LiveScan process which involves being fingerprinted and having the prints clear both FBI 
and DOJ databases. 

ABOUT US 

Founded in 1990, Dependable Employment Agency Network, Inc. has become a specialist in the 
placement of individuals within non-profit organizations, independent schools and colleges in the 
Los Angeles metropolitan area. Our clients have locations all over the metropolitan Los Angeles 
area, from Pasadena to Santa Monica and from the San Fernando Valley to the South Bay. 

 


