
Campaign Assistant 
United States Air Force Academy Endowment 

3116 Academy Drive 
Suite 200 

USAF Academy, CO  80840 
 
USAFA Endowment 
 
We believe strongly, as many do, that the United States Air Force Academy is a vital national resource 
-- one that is deserving of our emotional and financial support. Increasingly, though, the resources 
available to the service academies, like all public institutions, are inadequate to keep pace with the 
requirements of a modern university of exemplary quality. No longer can the Academy depend solely 
on public funding to attract the best minds and provide the best educational experience. The Air Force 
Academy, like all other great public universities, now requires significant private support to maintain its 
status as an elite institution.  
 
This is why graduates, parents, and friends of the Academy are standing up to do what they can to 
ensure the Academy has the resources it needs to excel. All staff members of the United States Air 
Force Academy Endowment work to make the act of giving to the Academy as personally fulfilling and 
efficient as possible for every donor as part of our commitment to our donors. 
 
The core values of the United States Air Force and the Academy – integrity first, service before self, 
and excellence in all we do – are a commitment each individual makes when joining the USAFA 
Endowment team. 
 
Summary of Responsibilities 
 
The United States Air Force Academy Endowment (“the Endowment”), in support of the United States 

Air Force Academy (“USAFA”), seeks a dynamic and inquisitive professional to serve under the 

direction of the Vice President of Development as the Campaign Assistant. This individual is expected 

to provide administrative support and day-to-day management of the Endowment’s first successful 

campaign in history.  

Key Duties 

 Understand, uphold, and promote the ethical standards and core values of USAFA and the 
Endowment.  

 Learn and understand how the Endowment Interacts with USAFA and other USAFA-related 
nonprofit organizations that support various areas of USAFA.  

 Assist with all aspects of the comprehensive campaign and act as a central point of 

communications.  

 Assist in the management of the volunteer initiative for the comprehensive campaign through 

identification, education, involvement, and stewardship. 

 Assist the Vice President for Development with the organization and implementation of prospect 

development work by all campaign volunteers. 

 Actively track all campaign-related tasks and provide frequent status updates on each initiatives 

to ensure campaign success.  

 Assist the Vice President of Development and the communications team to finalize the 

marketing structure for the campaign priorities.  



 Assist the AVP of Marketing, Communications, & Donor Relations in implementing an internal 

communications and engagement plan with USAFA faculty and staff; all efforts aimed at 

building a more robust culture of philanthropy at USAFA. 

 Partner with Director of Research & Prospect Management assist in the administration of the 

campaign gift pyramid.  

 Travel to regional engagement events as needed and help outline how the campaign is being 

presented in these and similar forums, requiring travel throughout the United States and some 

night and weekend work. 

 Assist the development staff to facilitate relationships between USAFA leadership with 

campaign prospects and volunteers. 

 Consistently document and carefully coordinate donor engagement activities and movement in 

donor continuum where multiple Academy touch points are involved. 

Keep abreast of Air Force, USAFA and departmental priorities, programs, personalities, and 
events. 

 Other duties as assigned. 
 
Qualifications/Experience 
 
Education/Training: 

 A bachelor’s degree is required. 

 Significant organizational skills are required, along with the ability to manage multiple tasks 
concurrently.   

 Initiative, creativity, sound judgment, and intellectualism are required. 

 Excellent written and oral communication skills are needed.  Must be able to present complex 
subjects in a clear and compelling manner. 

 Must have an ability to articulate eloquently the value of a federal service academy and the 
particular mission of the USAFA, its curriculum, programs, research, aspirations, commitment to 
the nation, and the unique experience it provides cadets.   

 A strong work ethic, a commitment to high performance and teamwork and a proven ability and 
desire to reach increasingly aggressive goals are required.   

 A willingness to work collaboratively with colleagues and with a diverse constituent base is 
needed.   

 A proven ability to meet project deadlines and maintain productive professional relationships is 
required.   

 
Experience: 

 A minimum of 2 years’ experience within a non-profit, fundraising, or higher education 
environment is preferred.  

 Experience working with Blackbaud’s Raiser’s Edge is preferred.  

 Strong preference will be shown to candidates with volunteer management experience. 

 Strong preference will be shown to candidates with higher education fundraising experience 
within the context of a comprehensive campaign.   

 Strong consideration will be given to individuals with service in the military, especially the U.S. 
Air Force. 

 
SUBMISSIONS: 
 
Submit cover letter, resume, and three professional references to: hr@usafaendowment.org 

mailto:hr@usafaendowment.org

