Director of Annual Giving Position Statement

Poly Prep Country Day School
Brooklyn, New York
Position to be filled as soon as possible
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THE SCHOOL
Founded in 1854, Poly
had various campuses
before arriving on
Dyker Heights in south
Brooklyn early in the
20th Century. No school
in metropolitan New
York can rival Poly’s 26acre, flat Middle and
Upper School campus
that features classroom
buildings, athletic
centers, playing fields, and a beautiful
greensward that includes a pond in front of
the school, where the honking of geese is a
frequent accompaniment to the thud of tennis
balls being struck on the nearby courts. Since
1995, the Lower School (N-4) has occupied a
masterfully restored, award-winning former
mansion in the Park Slope section of Brooklyn.

Given the explosive popularity and
notoriety of Brooklyn over the last two
decades, Poly Prep is “hot.” With record
numbers of applicants, record financial
support, enviable diversity, stellar college
placement, championship teams in sports
and debate, the school is riding a wave of
success that is visible
and palpable.
Drawing its nearly
1,100 students from
all five boroughs,
Poly is the “now”
school in New York.
Led by a dynamic
Head of School
currently in his fourth
year, Poly seeks a
dynamic Director of
Annual Giving to
bolster a strong
Advancement team.
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While political orthodoxy of a decidedly
liberal stripe stalks many independent
school campuses these days, at Poly there is
a refreshing acceptancy of diversity of
thought. Students recently told a visitor that
“we have Republicans here who speak up;
you’d never find that at the other schools in
Brooklyn.” Perhaps the school’s
commitment to international awareness has
something to do with the creation of such
an accepting climate: about 80 Poly
students each year do some sort of “study
away,” whether in Europe, South America,
Asia, or the Navajo Nation.

THE PEOPLE
Many schools claim to be diverse and go through
strange gyrations trying to inculcate and prove it,
but at Poly Prep diversity is organic and visible.
Twenty-two percent (22%) of Poly’s students
receive Financial Aid and 39% identify as people
of color and it’s a fact, not a confection. If it were
still fashionable to use the term “melting pot,”
that’s how one would describe Poly today. It is a
happy, robust place that lives its values of “Mind,
Body, and Character” through its curriculum,
service opportunities, outreach activities, and cocurricular offerings.
Walking the corridors of the school, one senses a
positive vibe among teachers and students. They
like each other. Mutual respect is the order of the
day. Faculty are dedicated and accessible.
Students are eager to tell a visitor that the faculty
“are there for us. They care so much.” Not
surprisingly, the faculty’s collective experience
spans the decades. More than a few have been
there for over 25 years, while the number of
teachers new to Poly but having taught elsewhere
is surprising, with more than 50 teachers hired
across the three divisions during the last two
years. One of the newer hires marvels that
“people here are incredibly committed to the
school.”
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In keeping with such a worldview, there is a
nascent Institute for Ethics and Leadership
at Poly that will emphasize and amplify the
school’s commitments to diversity,
sustainability, service, and wellness. Here
again is Poly putting its proverbial money
where its mouth is. A school that is willing to
tackle these issues head-on, address them
and do something about them, is a school
to be admired.
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THE NEED
Poly Prep has had a Director of
Annual Giving who stepped into the
role four years ago when considerable
change was needed in the
Advancement Office. Good progress
has been made and now this talented
person is reinventing herself to
another position at the school that
needs her talents.

PURPOSE OF THE ROLE
The Director of Annual Giving is
responsible for leading and growing
Poly Prep’s Annual Giving programs
to achieve specific fundraising and
engagement goals in parent
leadership giving, parent
participation, alumni participation,
faculty and staff participation, and all
donor constituencies. The Director is a
key member of the Advancement
team, raising unrestricted dollars for
Poly Prep Annual Giving to meet the
budgetary needs of the school. The
Director collaborates closely with
colleagues from Advancement,
Communications, and Admissions to
deliver an integrated approach to
school advancement.
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PRIMARY RESPONSIBILITIES
AND ACCOUNTABILITIES
•

•

•

•

•
•
•

•

•

•

•

Work with the Chief Advancement
Officer and Head of School to
determine Annual Giving goals and
build strategic plans for achieving these
goals
Orchestrate comprehensive prospect
research and analysis of donor base to
set goals for Annual Giving levels and
to identify major donor prospects
Develop complex calendar of communication and segmented solicitation strategies
involving email, direct mail, phone contact, and personal visitation, all building a
sustainable tradition of annual support
Identify, recruit, and train parent volunteers to serve on the Annual Giving Volunteer
Cabinet. Oversee phonathon events, parent to parent outreach, and engagement
strategies among the parent community
Attend evening and weekend events to support philanthropic goals
Work closely with the Director of Alumni Relations and the Alumni Board of Governors to
expand engagement of alumni in Annual Giving
Oversee reunion-based fundraising program
in close collaboration with the Director of
Alumni Relations. Determine strategy, recruit
and train volunteer leadership, and monitor
class progress
Plan cultivation and stewardship events for
new families, returning families, major donor
prospects, and volunteers
Create standards for reporting ongoing
Annual Giving progress and analysis to the
Board of Trustees and the donor community
Foster the process of gift processing to
acknowledge donors quickly and effectively
with gift receipts, phone contact, and
personal notes. Manage pledge process with
scheduled reminders to maximize pledge
yields
Oversee the planning and designing of
Annual Giving solicitation, including digital
marketing (email, website, social media)
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QUALIFICATIONS
•
•
•
•
•
•
•
•

Energy, enthusiasm, and focus to achieve established fundraising goals
High degree of competency in Raisers Edge and Microsoft Office, with an ability to use
donor management platforms for volunteer management and prospect research
Team player with a positive attitude, proactive approach, and ability to motivate.
Ability to appropriately preserve confidential matters and information

•
•
•
•
•
•
•
•
•

Work Environment & Complexity
Duties and tasks in this position are varied and complex. The position works on whole problems or
projects. This position directs projects and the challenges are resolved with complex and precedent
setting solutions. This position requires a high degree of collaboration. This position operates in a
professional school environment. The functions of this position are performed in a typical office
environment with no known hazards.
Physical Demands
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this position, such as the ability to see,
hear, speak and understand English and use a computer. This position is active and requires
standing and walking, including stairs.
Travel
Occasional travel is expected in this position.
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Are you the right person for this position?
• Do you have the vision and strategic
thinking to strengthen an already strong
institution?
• Can you encourage and support change
and innovation while retaining the core
values and traditions of a school?
• Do you believe in the unlimited potential
of young people to help shape our world?
• Do you have the personality to embrace
and support a dedicated community of
faculty, staff, students, parents and alumni?
• Do you have the experience in education,
preferably in an independent school
setting, to build upon Poly’s educational
programs, promoting pedagogical
excellence and 21st century skill building?
• Do you have a track record of success as a
fundraiser in all aspects of the fundraising
continuum, including annual fund and
leadership giving?
• Do you have the collaborative spirit to
work with your Trustees, faculty,
administrative team and staff, families and
volunteers?

Application submission screening and
interviews will be completed on a rolling basis
until filled.
Poly Prep Country Day School is committed to
diversity at all levels.

APPLICATION PROCESS
Poly Prep Country Day School is an equal
opportunity employer and does not
discriminate on the basis of sex, race, age,
national origin, ethnic, background, disability
or any other characteristic protected by law.
The successful candidate will receive a
compensation package that includes a highly
competitive salary plus generous health and
retirement benefits.
Background Check
Prior to submitting your resume for this
position, please read it for accuracy. RG175
verifies academic credentials for its candidates
and conducts a thorough review of
candidates’ social media presence. Poly Prep
Country Day School will conduct thorough
background checks prior to finalizing an offer.

The next Director of Annual Giving needs to:
• Be upbeat and positive by nature, a
good speaker and listener;
• Embrace Brooklyn and Poly’s ethos of
being more comfortable with difference
than similarity;
• Model collaborative leadership and
decision-making;
• Realize that this is not an 8:00-5:00, five
day-a-week job.

Prospective Candidates apply online at the
RG175 website:
https://rg175.com/candidate/signup
The application includes: a letter detailing
his/her interest in the position and his/her
suitability for it, an updated curriculum vitae
or resume, and a copy of original writing on
any subject of interest to the candidate that
can be written for this exercise or provided
from something written previously.

This job description is not designed to cover or
contain a comprehensive listing of activities,
duties or responsibilities that are required of the
employee. Other duties, responsibilities and
activities may change or be assigned at any time
with or without notice.

Any questions, contact RG175 Consultant
James E. Pattison: jpattison@rg175.com
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