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INTRODUCTION,	HISTORY	
AND	MISSION

The	35-acre	campus	was	formerly	
the	site	of	Marian	High	School	and	
home	for	the	CongregaCon	of	the	
Sisters	of	the	Incarnate	Word	and	
Blessed	Sacrament,	a	convent	and	
coed	high	school.	As	such,	the	

campus	buildings	were	in	need	
of	extensive	repair	and	aMer	
mulCple	campaigns	were	
renovated.	The	faciliCes	are	
very	aNracCve,	modern	and	up-
to-date.	The	campus	boasts	a	
beauCful	new	classroom	
building	and	library,	a	student	
center,	a	gymnasium,	and	a	
field	house,	track	and	stadium	
complex.	The	Jack	T.	TroNer	
Academic	&	Sciences	Building	
was	opened	in	2012	with	state-
of-the-art	science	labs	and	a	
performing	arts	lobby.
	
Episcopal	High	School	believes	
that	there	are	no	boundaries	to	
whom	you	can	be	or	what	you	
can	achieve.	The	school	exists	
to	help	and	challenge	each	
individual	find	and	free	his/her	
potenCal.	Each	person	is	

encouraged	to	stand	out	–	to	find	
joy	in	learning,	to	discover	his/her	
inner	genius	and	compass	and	
arCst,	to	shaNer	the	mold	and	be	
fearless.

At	Episcopal,	educaConal	excellence	
pushes	the	boundaries	of	what	is	
known	today	in	order	to	prepare	
students	for	a	world	that	cannot	
even	be	imagined	tomorrow.	EHS	
teachers	and	students	work	side-by-
side	every	day	immersing	
themselves	deeply	in	their	subject	
while	honing	the	ability	to	think	
criCcally	and	creaCvely.	At	EHS	
different	voices	are	welcomed	and	
encouraged	in	an	inclusive,	joyful	
ChrisCan	community	where	
students	discover	and	culCvate	the	
talents	to	prepare	for	meaningful	
lives	in	service	to	others.	As	one	
parent	put	it,	“Episcopal	wraps	
students	in	its	arms”	and	embraces	
them	at	this	criCcal	stage	in	their	
lives.

The	school’s	Four	Pillars	of	
Academics,	Arts,	AthleCcs	and	
Religion	provide	the	framework	for	

Episcopal	High	School	(EHS)	is	an	
independent,	coed,	college	preparatory	
high	school	(gr.	9-12)	located	in	
Bellaire,	Texas	which	forms	part	of	the	
Greater	Houston	metropolitan	area.	Its	
enrollment	is	790	students.	While	a	
relaCvely	young	school,	EHS	has	
established	itself	as	a	valuable	
educaConal	choice	alongside	more	
established	prep	schools	serving	the	
bustling	and	growing	Houston	
community.

The	school	was	founded	in	1983	and	
started	in	1984	by	a	group	of	Houston	
business	and	Episcopal	Church	leaders.	
The	founding	headmaster,	The	Rev.	
Warren	R.	“Jess”	Borg	served	unCl	
1995.	Edward	C.	“Ned”	Becker	was	the	
second	Head	of	School	unCl	2007	and	
the	present	Head	of	School	is	C.	
Edward	“Ned”	Smith.
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all	that	is	done	at	the	school.	As	an	insCtuCon	
of	the	Diocese	of	Texas,	EHS	operates	within	
the	beliefs	and	tradiCons	of	the	Episcopal	
Church.	Without	compromising	its	
underlying	faith,	tradiCons,	and	pracCces,	
the	school	acknowledges	and	respects	the	
variety	of	religious	experiences	among	its	
faculty,	staff,	and	students.

The	school’s	guiding	principles	are:

1.			EHS	emphasizes	the	development	of	
sound	character,	integrity,	and	
personal	honor;	consequently,	in	every	
aspect	of	a	student’s	experience,	EHS	
insClls	the	virtues	of	honesty,	best	
effort,	respect	for	self	and	others,	fair	
play,	appreciaCon	of	diversity,	and	
service	to	the	community.	Students	are	
expected	to	exercise	good	judgment,	
to	show	concern	for	themselves	and	
the	community,	and	to	value	the	
opportunity	to	aNend	EHS.

2.			EHS	is	a	joyful	community	in	which	
students	are	inspired	to	seek	new	
opportuniCes,	to	pursue	personal	
growth,	to	develop	leadership	skills,	
and	to	idenCfy	and	develop	their	
talents	and	passions	in	each	of	the	
Four	Pillars.

3.			Without	regard	to	race,	religion,	or	
social/economic	background,	EHS	
admits	qualified	and	moCvated	
students	with	a	wide	range	of	interests	
and	talents,	creaCng	a	diverse	
community	of	students	who	contribute	
to	the	school	and	benefit	from	the	
experience.

4.			SupporCng	diversity	as	an	essenCal	
component	of	a	quality	educaCon	that	
encourages	respect	for	and	
empowerment	of	the	individual	and	
rejects	stereotypes	and	prejudices,	EHS	
broadens	the	educaConal	experience	
of	all	students.
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5.			EHS	recruits,	sustains,	and	
appropriately	compensates	a	
faculty	and	staff	of	the	highest	
academic	and	moral	standards	
who	are	fully	commiNed	to	the	
school’s	mission	and	who	will	
insCll	excellence	in	the	Four	
Pillars.	Faculty	and	staff	are	
expected	to	be	aNenCve	role	
models.	Respect	and	personal	
honor,	reflected	in	daily	
aitudes	and	behaviors,	are	
expected	of	those	who	belong	
to,	serve,	and	support	the	EHS	
community.

6.			Understanding	the	importance	
of	the	school/family	
relaConship,	EHS	provides	
parent	educaCon	and	
volunteer	opportuniCes	so	that	
parents	can	be	a	healthy	
presence	in	and	a	lifelong	part	
of	the	school	community.	
Parents	need	to	be	vigilant,	
cooperaCve,	and	eager	to	
honor	and	assist	the	school’s	
efforts,	endeavors,	and	spirit,	
adhering	to	all	School	
expectaCons.

The	Episcopal	High	School	Board	
of	Trustees	is	commiNed	to	
making	sure	EHS	is	conCnually	
innovaCng	while	fulfilling	its	
mission	to	students,	families	and	
the	community.	The	Episcopal	
High	School	Board	of	Trustees	is	
currently	composed	of	25	regular	
members.	It	is	chaired	by	The	Rt.	
Rev.	C.	Andrew	Doyle.	The	
ExecuCve	Chair	is	A.	Haag	
Sherman	and	membership	
includes	the	Head	of	School.	The	
Board	understands	its	role	as	a	

governing	body,	one	that	is	
focused	on	the	mission	of	the	
school,	its	financial	health	and	
sustainability,	and	support	for	the	
Head	of	School.	

It	is	one	of	the	most	compeCCve	
independent	schools	in	the	
Greater	Houston	Area	and	enrolls	
students	from	51	different	middle	
schools,	11	different	high	schools	
and	71	different	zip	codes,	with	
27%	students	of	color.
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CAMPUS
The	school	is	bounded	on	the	west	by	Interstate	
Highway	610	and	south	of	Interstate	Highway	69	
leading	from	downtown	Houston	to	the	
southwest.

The	main	entrance	to	the	school	on	Bissonnet	
Avenue	welcomes	the	visitor	along	the	South	
Ellipse	where	the	Jess	Borg	Baseball	Field,	
soMball	field	and	Bissonet	Field	are	located.	The	
Benitez	Chapel	(named	aMer	the	bishop	who	
founded	the	school)	is	on	the	eastern	flank	of	
the	administraCon/classroom	building	at	the	
top	of	the	entrance	circle.	AddiConal	fields—
The	George	R.	Brown	Field,	the	Candace	U.	
Simmons	Track	and	Field	Complex—form	the	
northeast	corner	of	the	campus.	Other	notable	
faciliCes	include	the	Hildebrand	AthleCc	Center	
which	adjoins	the	Alumni	Centre;	the	
Underwood	Student	Center,	Library	and	
Theatre;	the	Scurlock	Gymnasium	within	the	
Crum	Field	House;	the	Margaret	and	Herman	
Brown	Learning	Center;	and	the	
aforemenConed	Jack	T.	TroNer	Academic	&	
Sciences	Building.

CAMPUSCAMPUS THE	CITY
With	more	than	2.2	million	residents,	Houston	is	a	
diverse	city	with	a	large	and	growing	internaConal	
community	that	aNracts	visitors	and	transplants	
with	a	wonderful	mix	of	world-class	arts,	booming	
business,	pro	sports,	and	award-winning	cuisine.	
The	Houston	metropolitan	area	is	home	to	an	
esCmated	1.1	million	residents	who	were	born	
outside	the	United	States,	with	nearly	two-thirds	
of	the	area's	foreign-born	populaCon	from	south	
of	the	United	States–Mexico	border.	AddiConally,	
more	than	one	in	five	foreign-born	residents	are	
from	Asia.	

The	Museum	District	is	one	of	Houston's	greatest	
cultural	aNracCons,	with	19	museums	residing	in	
this	beauCful	area	of	downtown.	Eleven	of	these	
are	free	to	the	public.	Highlights	include	the	
Museum	of	Fine	Arts	Houston,	the	Houston	
Museum	of	Natural	Science,	the	Children's	
Museum	of	Houston,	The	Menil	CollecCon,	the	
Holocaust	Museum,	and	the	Contemporary	Arts	
Museum	Houston,	to	name	just	a	few.	Also	in	this	
area	is	the	lovely	Hermann	Park,	with	the	Houston	
Zoo	and	the	Miller	Outdoor	Theatre.
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PROGRAM
The	school	offers	over	180	courses	
(including	46	AP	and	Honors	
courses)	in	a	learning	experience	
that	promotes	friendly,	open	
dialogue	based	on	respect	and	
trust	and	encourages	building	and	
sustaining	meaningful	
relaConships.	Through	innovaCve	
thought	and	acCon,	different	
individual	perspecCves	are	
encouraged	and	respected	fueling	
intellectual	curiosity.	Joy	is	a	
product	of	being	in	that	supporCve,	
compassionate	and	inclusive	
environment.	Students	and	
teachers	enjoy	an	extraordinary	
level	of	human	quality,	respect,	
affecCon	and	graCtude	for	one	
another	as	a	result.

The	Four	Pillars	of	Episcopal	High	
School	is	the	framework	for	all	that	
is	done.

The	goal	of	the	enCre	academic	
program	is	to	equip	students	with	
skills	and	concepts	that	they	can	
apply	successfully	in	new	situaCons,	
to	quesCon	assumpCons,	evaluate	
informaCon	and	make	courageous	
decisions.	EHS	is	a	laptop	school.	
There	are	two	complete	weeks	
dedicated	to	hands-on	immersive	
learning	experiences	every	year.	The	
arts	program	teaches	students	to	
see,	experiment,	invent	and	
imagine	in	ways	that	are	an	
inherent	part	of	the	creaCve	
process.	Academic	classes	in	
religion	strengthen	both	the	
intellect	and	the	spirit.	Daily	chapel	
service	for	all	faculty,	staff	and	
students	helps	drive	the	strong	
element	of	community	service	
among	the	students.	In	fact,	the	
Students	of	Service	(SOS)	Club	is	the	
school’s	largest	and	most	popular	
campus	organizaCon.	A	thoughrully	

designed	and	varied	curriculum	in	
wellness,	as	well	as	the	many	
athle0c	offerings,	provide	
opportuniCes	for	students	to	
enhance	their	physical	health.	
AthleCcs	is	a	large	part	of	the	EHS	
experience,	with	over	75%	of	
students	parCcipaCng	in	the	junior	
varsity	or	varsity	level.	There	are	
46	teams	in	15	sports	and	many	
students	are	mulCsport	athletes.	
Knight	Pride	is	well-deserved	with	
many	alumni	starring	on	the	
university	level	and	in	professional	
sports	teams.

The	faculty	of	92	with	60%	of	them	
holding	advanced	degrees,	is	
commiNed	to	preparing	EHs	
students	for	college	and	a	
significant	life	thereaMer.	Last	
year’s	graduaCng	class	received	
acceptances	from	179	colleges	and	
universiCes.

Parents	recognize	their	
children	have	been	prepared	
for	the	next	stage	of	their	lives	
in	an	exemplary	fashion	and	
are	very	pleased	with	the	
school.	EHS	graduates	are	
intellectually	curious,	
confident	in	their	relaConship	
with	teachers	and	mentors,	
balanced	and	kind	individuals.	
These	young	adults	are	ready	
for	the	challenges	ahead.

It	is	an	extraordinary	
community,	both	in	its	caliber	
of	excellence	and	degree	of	
care	for	one	another.	For	more	
details	about	the	school’s	
program,	see	the	school	
website,	
www.ehshouston.org 
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Grades 9-12: 802 Students (27% of color)

Campus Size: 35 Acres

Number of Courses Offered: 180+ (46 AP & Honors)

2021-2022 Budget: $32 Million

Financial Aid: $3.2 Million (13% of students)

Giving for Operational Support/
Current Use

$2,790,124

Tuition: $32,150 + fees

EHS	AT	A	GLANCEADMINSTRATIVE	
INTERFACE
The	Head	of	School,	C.	Edward	“Ned”	
Smith,	arrived	in	July	2007	from	St.	Paul	
Academy	(St.	Paul,	MN)	and	brings	35	
years	of	educaConal	leadership	and	
accomplishment.	Previously	he	worked	
at	Harvard-Westlake	School	in	Los	
Angeles	where	he	had	been	an	English	
teacher,	dean,	and	soccer	coach.	Ned	
has	his	Bachelor	of	Arts	in	English	
Literature	from	Princeton	University	
and	also	has	earned	a	Master	of	Arts	in	
English	Literature	from	Middlebury	
College.	This	posiCon	will	necessarily	
involve	close	collaboraCon	with	Ned.

The	school’s	Leadership	Team	includes	
Nancy	Laufe	Eisenberg,	Associate	Head	
of	School;	Jay	Berckley,	Dean	of	Arts	
and	InnovaCon;	Evelyn	Cambria,	
Director	of	Finance	and	OperaCons;	
Jason	Grove,	Director	of	AthleCcs;	The	
Rev.	Beth	Holden,	Dean	of	Spiritual	Life;	
Wayne	Jones,	Director	of	Community	
and	Inclusion;	Nguyet	Xuan	Pham,	Dean	
of	Faculty,	and	Kim	Randolph,	Principal.

THE	POSITION	OVERVIEW:	
CHIEF	DEVELOPMENT	
OFFICER
As	an	exempt	employee	and	member	
of	the	Senior	Staff,	the	Chief	
Development	Officer	will	be	
responsible	for	formulaCng	and	
implemenCng	goals,	strategies,	and	
programs	to	aNract	financial	support	
for	operaCons,	capital	projects	and	
endowment.	She/he	will	also	
collaborate	with	the	Head	of	School	
and	the	Board	of	Trustees	in	the
development	and	execuCon	of	major	
campaign	iniCaCves	to	maximize	giM	
support	and	engagement	of	the
diverse	audiences	of	stakeholders.
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The	school	is	at	a	maturaCon	point	in	its	
insCtuConal	history	where	those	associated	with	
the	school’s	founding	and	early	history	seek	to	
be	joined	by	the	ranks	of	those	new	to	EHS	in	
advancing	the	school’s	aspiraCons	and	
ambiCons.	As	the	school	matures,	so	must	the	
advancement	program	to	reflect	the	cultural	and	
generaConal	changes	in	the	donor	landscape.	
The	school	has	done	an	excellent	job	of	
establishing	itself	as	a	solid	educaConal	choice	
for	the	burgeoning	Houston	populaCon—and	
now	needs	to	do	the	necessary	prospect	
research,	qualificaCon,	solicitaCon,	stewardship,	
and	communicaCon	(all	the	elements	of	a	donor	
pipeline)	for	its	next	generaCon	of	donors.

The	successful	candidate	will	be	an	outstanding	
professional	who	thinks	strategically,	
communicates	a	clear	and	compelling	case	for	
support	of	the	school’s	mission,	follows	up	on	
details,	and	develops	and	thrives	in	a	team	
environment.	This	teamwork	means	excellent	
alignment	with	the	Head	of	School	who	is	
commiNed	to	dedicaCng	the	amount	of	Cme	
required	for	sharpening	and	delivering	the	
school’s	compelling	message	and	case	for	
support.	

The	Chief	Development	Officer	will	be	tasked	
with	plans	for	the	school’s	capital	needs.	With	
the	Lead	the	Way	campaign	and	its	goal	to	
modernize	the	arts	complex,	chapel,	and	add	to	
programming	iniCaCves,	this	person	must	be	
fluent	in	major	giM	work	to	maximize	the	total	
philanthropic	relaConship	of	major	giM	donors	
and	prospects	(both	Annual	Giving	and	other)	to	
the	school.	This	means	strategizing	to	generate	
higher	levels	of	support	and	implementaCon	of	
individual	mulC-year	fundraising	plans	that	
focuses	on	renewals	and	increased	giMs.	This	
also	means	establishing	and	maintaining	long-
term	relaConships	with	major	giM	donors.

It	also	will	be	incumbent	upon	the	Chief	
Development	Officer	to	idenCfy	and	convert	new	

THE	OPPORTUNITY	AND	
THE	CHALLENGES
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ESSENTIAL	FUNCTIONS

parents	and	prospects	into	donors,	while	working	
collaboraCvely	with	colleagues	and	school	
leaders	to	meet	the	school’s	advancement	
objecCves	and	mission.	The	school	needs	to	
develop	addiConal	lead	donors	through	a	
thoughrul	plan	that	includes	increased	aNenCon	
to	stewardship	and	planned	giving.

This	major	giM	work	focuses	on	the	idenCficaCon,	
culCvaCon,	solicitaCon	and	stewardship	of	
leadership	giM	prospects	and	donors	uClizing	
wriNen	solicitaCons,	phone	follow-up,	outreach	
events,	face	to	face	meeCngs,	special	events	and	
other	methods	(including	giM	planning	vehicles)	
to	maintain	regular	contact	with	these	donors	
and	prospects.

She/he	will	also	be	a	key	spokesman	on	behalf	of	
the	school,	culCvaCng	and	strengthening	alumni	
and	Parent	relaCons	both	as	part	of	the	
advancement	program	and	in	order	to	reinforce	
Ces	with	the	community	and	the	school’s	various	
consCtuencies.

The	Chief	Development	Officer	will	be	
responsible	for	managing	the	advancement	staff	
including	annual	giving,	alumni	relaCons,	capital	
campaign,	and	the	aucCon	gala	as	well	as	its	
strategic	growth.

• Determine	how	to	elicit	new	approaches	to	all	
advancement	acCviCes	eschewing	convenConal	
fundraising	pracCces	when	appropriate,	ensuring	a	
growth	mindset	approach	in	office	strategies	so	that	
Episcopal	High	School’s	advancement	operaCon	serves	
as	a	model	of	advancement	for	all	independent	
schools.	

• Day-to-day	oversight	of	insCtuConal	advancement	
acCviCes	to	assure	the	smooth	and	effecCve	
funcConing	of	the	department;

• AssisCng	in	the	development	and	implementaCon	of	
the	school’s	strategic	plans;

• IdenCfies	prospects	for	major	giMs,	culCvaCng	
meaningful	relaConships	with	them	in	order	to	secure	
significant	contribuCons;

• Personally	manage	a	select	porrolio	of	approximately	
100	leadership-level	annual	fund	and	major	giM	
prospects	and	executes	comprehensive	fundraising	
and	stewardship	plans	for	each	donor/prospect.

• Arranges	donor	prospect	calls	for	the	Head	of	School	
and	Trustees	providing	prospect	research,	background,	
informaCon	and	the	most	effecCve	strategies	to	
maximize	donor	potenCal	for	giving.

• Assists	in	the	idenCficaCon	and	training	of	potenCal	
leadership	volunteers	and	other	partners	to	engage	in	
major	giMs	outreach.	
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• Develops	and	implements	an	integrated,	
comprehensive	fundraising	program	designed	
to	achieve	the	insCtuCon’s	financial	and	
fundraising	goals	using	innovaCve	soluCons	
and	sophisCcated	data	analyses	to	increase	
dollars	raised,	acquire	and	retain	donors,	and	
increase	parent	and	alumni	giving	
parCcipaCon;

• Develops	acConable	strategies	for	meeCng	and	
exceeding	those	goals	through	grants,	
sponsorships,	giMs,	donaCons,	and	fundraising	
events;

• Discovers	new	revenue	streams	for	expansion	
of	the	organizaCon’s	fundraising	efforts;

• Ensures	that	informaCon	systems	and	
department	processes	and	procedures	are	
efficient	and	effecCve;

• Ensures	all	advancement	funcCons	–	including	
annual	fund,	aucCon,	alumni	relaCons,	
planned	giving,	corporate	and	foundaCon	
support,	major	donor	culCvaCon	and	
solicitaCon,	records	maintenance,	
stewardship,	and	giM	acknowledgement	–	
perform	opCmally	in	support	of	the	school;

• Support	and	develop	special	culCvaCon	and	
stewardship	opportuniCes	with	the	AucCon	
Coordinator	and	Stewardship/GiMs	
Coordinator	for	the	biannual	Gala.	

• Tracks	revenue	and	fundraising	trends,	then	
uses	the	informaCon	to	predict	future	
opportuniCes	for	expansion	efforts	and	avoid	
any	downtrends	in	individual,	corporate	or	
foundaCon	giMs;

• Maintains	close	relaConships	with	major	
donors	and	private	foundaCons	as	a	means	of	
conCnuing	to	build	endowment	and	to	fund	
substanCal	programs;

• Plans	and	executes	strategies	for	framing	and	
managing	the	school’s	public	image	and	
relaConships	with	key	consCtuencies;

• Oversees	alumni	and	parent	programs	which	
are	designed	to	foster	relaConships	and	to	
bind	the	school,	alumni,	and	parents	in	a	sense	
of	common	purpose;

• Manages	and	maintain	effecCve	data	
resources	in	coordinaCon	with	the	Business	
Office	and	Admissions	Office.	Ensures	the	
reliability	and	accuracy	of	systems	for	giM	
accounCng	and	acknowledgment,	pledge	

collecCon,	Business	Office	reconciliaCon,	
prospect	research	and	prospect	management	
to	support	the	department’s	iniCaCves.

• Collaborates	with	the	Director	of	
CommunicaCons,	content	and	brand	strategy	
to	make	sure	these	are	integrated	into	donor	
segmentaCon	and	fundraising	iniCaCves	so	as	
to	advance	the	mission	of	the	school.

• Stays	current	in	the	use	of	various	media	sites,	
e.g.,	Facebook,	YouTube,	LinkedIn,	to	
communicate	with	parent	and	alumni	affinity	
groups.

•  ParCcipates	in	professional	development,									
		accountability	skill	and	performance	
		assessment	tools	to	ensure	maximum	
results.

• Prepares	reports	and	other	materials	to	
facilitate	evaluaCon	of	progress	toward	
meeCng	objecCves,	submits	monthly	reports	
to	the	Board	of	Trustees.

• ANends	all	scheduled	Board	of	Trustee	
Advancement	CommiNee	meeCngs,	Finance	
CommiNee	and	GiM	Policy	CommiNee	
meeCngs,	as	well	as	monthly	Board	of	Trustee	
meeCngs	as	necessary

• Manages	an	annual	budget	for	cost-effecCve	
financial	results.

Episcopal High School
Chief Development Officer Position Statement
Start Date: August 1, 2021
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QualificaCons
• Commitment	to	Episcopal	High	School’s	

mission;	
• Bachelor’s	degree	required	and	relevant	

advanced	degree	preferred.
• A	proven	track	record	of	progressively	

challenging	fundraising	success,	including	
annual	operaCng	support,	major	giMs,	capital	
campaigns	and	planned	giving;	

• Outstanding	analyCcal	skills	and	proven	success	
in	using	data-analyCcs	and	prospect	wealth	
screening	resources	to	develop	programs	and	
drive	results.

• Demonstrated	ability	to	build	successful	
fundraising	iniCaCves	and	appeals	using	current	
best-pracCces	and	new	technologies	to	produce	
outstanding	results.

• Strong	and	demonstrated	success	in	leading,	
Managing	and	dealing	diplomaCcally	and	
comfortably	with	a	diverse	community	of	
parents,	students,	alumni,	volunteers,	partners	
and	colleagues	and	have	the	presence,	
demeanor,	and	communicaCon	skills	necessary	
to	represent	all	of	Episcopal	High	School’s	
consCtuency	effecCvely;	excellent	
responsiveness	to	all	consCtuencies;

• Vision,	creaCvity,	flexibility,	and	the	capacity	to	
develop	a	departmental	strategic	plan	for	
raising	philanthropic	support	to	execute	the	
school’s	strategic	plan;

• Core	belief	in	leading	diversity,	equity,	and	
inclusion	work	forward	in	schools;

• Strong	understanding	of	current	digital	
communicaCons,	social	media,	fundraising	
soMware,	and	email-based	solicitaCons.

• Excellent	oral	and	wriNen	communicaCon	skills	
with	experience	collaboraCng	with	a	
CommunicaCon	staff	in	the	wriCng	of	
persuasive	giM	appeals.

• The	personality,	energy,	intellectual	integrity,	
warmth	and	leadership	ability	to	inspire	a	school	
community;	posiCve,	passionate,	can-do	spirit;

• Understanding	of	independent	school	
communiCes	and	culture,	including	an	
eagerness	to	work	hard	as	both	leader	and	
team	member;

• The	ability	to	meet	deadlines	within	context	of	a	
complex	office/school/community	calendar;

• Independent	school	experience	is	highly	
desirable;

• Leads	from	the	front,	confronts	challenges	head-
on	with	appropriate	transparency,	building	trust	
across	all	consCtuent	groups	within	the	school	
community;	

• Desire	to	be	visible,	engaged,	and	an	opCmisCc	
presence	within	the	EHS	community;

• Excellent	oral,	wriNen	communicaCon	and	
presentaCon	skills;

• AcCve	engagement	in	professional	development	
and	understanding	of	current	best	pracCces;

• Demonstrated	ability	to	use	good	judgment	and	
maintain	confidenCality;

• Personable,	posiCve,	helpful	personality;	
customer-service	mindset;

• SensiCvity,	discreCon,	and	a	sense	of	humor;
• Detail	oriented	with	excellent	organizaConal	

skills;	
• Ability	to	manage	and	prioriCze	mulCple	

responsibiliCes	simultaneously;
• Ability	to	manage	compeCng	demands,	and	

adapt	to	frequent	or	unexpected	changes;	
• AcCve	listener	and	skillful	communicator	who	is	

approachable,	empatheCc,	and	compassionate;
• EffecCve	manager	of	people	and	resources	who	

hires	well	and	delegates	appropriately;

The	Chief	Development	Officer	should	take	this	to	heart:	
“Who	we	are	shouldn’t	change.	How	we	do	things	
should.”
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ARE	YOU	THE	RIGHT	PERSON	FOR	
THE	JOB?

• Do	you	believe	in	the	unlimited	potenCal	of	
young	people	to	help	shape	our	world?

• Do	you	have	the	vision	and	strategic	thinking	
to	be	a	part	of	an	insCtuCon	that	is	“smart,”	
wise,	professional	in	its	operaCons,	and	
commiNed	to	conCnual	improvement?

• Do	you	understand	the	shiMing	cultural	and	
generaConal	donor	landscape	in	Houston	that	
allows	you	to	steward	and	culCvate	previous	
donors,	while	idenCfying	and	bringing	in	new	
donors?

• Do	you	have	a	mind-set	to	create	a	culture	of	
philanthropy	and	have	successfully	solicited	
and	closed	major	giMs	(5-	and	6-figure	giMs)?

• Do	you	have	the	experience	in	educaCon,	
preferably	in	an	independent	school	seing,	to	
build	upon	Episcopal	High	School’s	educaConal	
programs,	promoCng	pedagogical	excellence?

• Can	you	handle	the	considerable	range	of	tasks	
–	from	major	giM	solicitaCons	to	helping	with	
the	smallest	details	of	an	event?

• Can	you	encourage	and	acCvely	support	
change	and	innovaCon	while	retaining	the	
core	values	and	tradiCons	of	a	school?

• Do	you	have	a	growth	mindset?	Are	you	
comfortable	with	an	experimental	and	
entrepreneurial	work	environment?

• Do	you	have	facility	with	equity	and	
inclusion	work	required	to	embrace	and	
support	a	diverse	and	dedicated	community	
of	faculty,	staff,	students,	parents,	and	
alumni?

• Are	you	a	person	of	strength,	gentleness,	
and	authenCcity?

• Are	you	comfortable	with	the	locaConal	
realiCes	of	Houston	as	a	major	metropolitan	
center,	knowing	that	Episcopal	High	School	
has	a	culture	and	personality	all	its	own?

Work	Environment	&	Complexity;	Physical	
Demands
DuCes	and	tasks	in	this	posiCon	are	varied	and	
complex.	The	posiCon	works	on	whole	problems	or	
projects.	This	posiCon	directs	projects	and	the	
challenges	are	resolved	with	complex	and	
precedent	seing	soluCons.	The	work	can	entail	a	
high	amount	of	stress	dealing	with	a	wide	array	of	
challenges,	deadlines,	and	a	varied	and	diverse	
group	of	consCtuents.	This	posiCon	requires	a	high	
degree	of	collaboraCon.

This	posiCon	operates	in	a	professional	school	
environment.	The	funcCons	of	this	posiCon	are	
performed	in	a	typical	office	environment	with	no	
known	hazards.	The	physical	demands	may	require	
occasionally	liMing	up	to	30	pounds.	The	work	
involves	working	at	a	desk	and	computer	for	an	
extended	period	of	Cme.

The	physical	demands	described	here	are	
representaCve	of	those	that	must	be	met	by	an	
employee	to	successfully	perform	the	essenCal	
funcCons	of	this	posiCon,	such	as	the	ability	to	see,	
hear,	speak	and	understand	English	and	use	a	
computer.	This	posiCon	is	acCve	and	requires	
standing	and	walking,	including	stairs.
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Travel
Regular	and	overnight	travel	is	
expected	in	this	posiCon.	A	valid	
driver’s	license	and	passport	
required.

The	successful	candidate	will	
receive	a	compensaCon	package	
that	includes	a	highly	
compeCCve	salary	plus	
generous	health	and	reCrement	
benefits.

This	job	descripCon	is	not	
designed	to	cover	or	contain	a	
comprehensive	lisCng	of	
acCviCes,	duCes	or	
responsibiliCes	that	are	required	
of	the	employee.	Other	duCes,	
responsibiliCes	and	acCviCes	
may	change	or	be	assigned	at	
any	Cme	with	or	without	noCce.

ApplicaCon	submission	screening	and	interviews	will	
be	completed	on	a	rolling	basis	unCl	filled.

Episcopal	High	School	is	commiNed	to	diversity	at	all	
levels.

Episcopal	High	School	is	an	equal	opportunity	
employer	and	does	not	discriminate	on	the	basis	of	
sex,	race,	age,	naConal	origin,	ethnic,	background,	
disability	or	any	other	characterisCc	protected	by	law.

Episcopal	High	School
4650	Bissonnet	Street
Bellaire,	TX	77401
713.512.3400

Background	Check
Prior	to	submiing	your	resume	for	this	posiCon,	
please	read	it	for	accuracy.	RG175	verifies	academic	
credenCals	for	its	candidates	and	conducts	a	thorough	
review	of	candidates’	social	media	presence.	
Episcopal	High	School	will	conduct	thorough	
background	checks,	including	financial,	prior	to	
finalizing	an	offer.	

ProspecCve	cadidates	may	apply	online	at:

hNps://rg175.com/candidate/signup

The	applicaCon	includes:

					•	 A	cover	leNer	detailing	his/her	interest	in
the	posiCon	and	his/her	suitability	for	it

					•	 An	updated	curriculum	vitae	or	resume

					•	 A	copy	of	original	wriCng	on	any	subject	
of	interest	to	the	candidate	that	can	be
wriNen	for	this	exercise	or	provided	from
something	wriNen	previously.

If	you	have	any	quesCons,	please	contact	Jim
Paison,	consultant	from	Resource	Group	175
overseeing	the	search	at:	jpaison@rg175.com

https://www.ehshouston.org
https://rg175.com/candidate/signup
mailto:jpattison@rg175.com

