Assistant Head of Advancement Position Statement

Forth Worth Christian School
North Richland Hills, Texas

Open until search is completed
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THE SCHOOL
Fort Worth Christian School is an
independent, nondenominational, co-ed,
Christian, college preparatory school located
in North Richland Hills for 650 students in
grades PS-12. Founded in 1958, the school is
situated on a 40-acre campus, which originally
was a dairy farm.
This area of the Dallas/Ft. Worth Metroplex is
booming, with large numbers of families
bursting the seams of large public schools.
This is a high growth area, fueled by strong
economic factors, and the school is situated
ideally to benefit from the vibrant
demographic base. Students come from a
number of surrounding communities such as
Keller, Grapevine, Southlake, Trophy Club,
Colleyville, and Hurst.

leadership, an attitude of constant growth and
learning, respect for all of creation, an
acknowledgement of each person’s God-given
distinctiveness and a spirit of joyful service
permeate the school.

Because of the overwhelming size of these
schools, parents and families looking for a
right-sized school, with a small-town feel,
where each student is “known, loved, and
valued,” find it at Fort Worth Christian School.
The school’s cultural values – courageous

The school’s state-championship athletic teams,
chapel, extracurricular activities and robotics
program complement the rigorous academics and
high-quality fine arts programs. There is a beautiful
state-of-the-art 700 seat Performing Arts Center for
student performances.
Students benefit from the small class size
(average, 14 to a classroom) and the large course
selection of over 100 courses in the Upper School,
with 40 of them designated as Honors or
Advanced Placement courses. An emphasis on
balancing structure with freedom allows students
to develop essential writing, critical thinking, and
study skills along with an ambitious intellectual
curiosity.
The school has worked intentionally and
strategically over the last few years to ensure
the vertical and horizontal alignment of all
programs -- spiritual, academic, athletic, arts –
to strengthen the one school concept and to
avoid a “silo” mentality.
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THE NEED AND PURPOSE OF THE ROLE: Assistant Head of Advancement
The successful candidate will be an
outstanding leader who thinks strategically,
communicates a clear and compelling case
for support of the school’s mission, follows
up on details, and develops and fosters a
team environment. She/he will be
responsible for helming admissions,
marketing and communications, as well as
all advancement functions at the school.

giving that attract the maximum gift support
possible to the institution while engaging
diverse audiences of stakeholders while
extending the goodwill throughout the entire
community.
The Assistant Head of Advancement needs
to be a real team player with excellent
alignment with the Head of School. In
addition to finding financial resources to
strengthen financial sustainability, there are
non-monetary goals as well: extending the
impact of the school, creating goodwill in
the
community, strengthening the school’s
excellence and reputation and advancing
relationships.

The Assistant Head of Advancement will
advance the mission and vision of FWC and
work collaboratively with the Head of
School, the Board Advancement
Committee, and the senior administrative
team. The goal of the Assistant Head of
Advancement is to design programs of
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KEY RESPONSIBILITIES AND DUTIES
•

•

•

•

•

•

•

•
•
•
•
•

Work as member of an administrative team
with short- and long-term strategic planning
and overall organization capacity-building
activities
Work closely with Head of School and Board
Advancement Committee to develop and
implement a comprehensive fundraising strategy
Provide leadership, supervision, and management
for staff assigned to Annual Fund, Planned Giving,
Alumni Development, Development Operations,
Special Events, and Capital fundraising
Develop and implement annual performance
measures to evaluate the effectiveness of all
Advancement activities
Implement a comprehensive development strategy
that utilizes Major Gifts, Annual Fund, event
sponsorship and underwriting, Alumni Relations,
Planned Giving, and school fundraising events to
successfully achieve revenue targets
Effectively cultivate, solicit, and steward a portfolio
of major gift prospects with the ability to make
five- to-seven-figure gifts in support of identified
needs
Build on existing stewardship program with
alumni to develop and expand alumni
relations and to expand the donor base and
cultivate deeper ties
Oversee Annual Fund drive to maximize revenue
Oversee fundraising events to support school budget
and build community
Develop and expand Planned Giving program to
increase endowment funds
Anticipate and plan for fundraising in support of
capital needs
Lead Director of Marketing & Admissions to assist
in the development of the school’s marketing,
fundraising, and collateral materials and to ensure
all marketing and fundraising materials represent
and enforce the school’s vision and mission, and
further enhance FWC’s image and brand
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QUALIFICATIONS
•
•
•
•
•
•

•
•
•

•
•
•
•

•

Bachelor’s degree required. Master’s
degree and CFRE preferred
Five+ years of experience in the nonprofit
sector and in fundraising
Proven success in directly soliciting and
closing charitable gifts
Excellent verbal and written
communication skills
Experience working with and motivating
volunteers and staff members
Outstanding knowledge of fundraising
data software and database management
software
Strategic thinker
Attentive to detail, self-starter, strategic thinker
The personality, energy, intellectual integrity,
warmth and leadership ability to inspire a school
community; positive, passionate, can-do spirit;
unbridled curiosity, relentless optimism, and
boundless energy
Eagerness to work hard as both leader and team
member;
A collaborative spirit that will allow for close work
and partnership with the Head of School;
Proven success with and affinity for a diverse
population;
Ease in engaging with international students and
families and willingness to travel abroad to
extend the Dallas/Fort Worth community to our
international families;
Strong familiarity with (and love of) independent
school environment;

Ability to meet deadlines within context of a
complex office/school calendar;
• Ability to deal confidentially, diplomatically
and comfortably with a diverse community
of parents, students, alumni, and
faculty/staff and have the presence,
demeanor, and communication skills
necessary to represent FWC effectively;
excellent responsiveness to all
constituencies; a desire to engage with the
Dallas/Fort Worth metroplex community;
• High executive functioning skills: high
degree of organization, effectiveness at
multi-tasking, calmness under pressure with
sense of humor;
• The ability to attract and develop talented
staff;
• Demonstrated success working with a
volunteer board;
• Demonstrable strengths in dealing with
planning, operations, budgeting, and
success completing complex, detailed
projects;
• Knowledge and practical experience with
highly professional communication pieces:
Annual Reports, newsletters, electronic
communications.
•

The successful candidate will receive a
compensation package that includes a highly
competitive salary plus generous health and
retirement benefits.
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WORK ENVIRONMENT
AND 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

The Assistant Head of Advancement needs to:
• Be upbeat and positive by nature, a good
speaker and listener;
• Embrace the Christian character of the
school
• Model collaborative leadership and decisionmaking;
• Realize that this is not an 8:00-5:00, five
day-a-week job.

Occasional travel is expected in this position.

ARE YOU THE RIGHT PERSON FOR
THIS POSITION?
•
•

•
•

•

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?

Do you have the vision and strategic thinking
to strengthen an 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 FWC’s educational programs,
promoting pedagogical excellence and 21st
century skill building?

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.
Application submission screening and interviews
will be completed on a rolling basis until filled.
Fort Worth Christian School is committed to
diversity at all levels.
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APPLICATION PROCESS
Fort Worth Christian 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. Fort Worth Christian School will
conduct thorough background checks
prior to finalizing an offer.
Prospective Candidates may apply online
at https://rg175.com/candidate/signup
This application includes a letter detailing
your interest and suitability in the position,
an updated curriculum vitae or resume,
and a copy of original writing on any
subject of interest that can be written for
this exercise or provided from something
written previously.
Questions may be directed to: James E.
Pattison, jpattison@rg175.com
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