
 
Position Posting 

 
Director of Annual Giving and Alumni Relations 
Office for Advancement 
 
Matignon High School seeks an accomplished and motivated professional who is eager to foster growth and 
change. Reporting to the Chief Advancement Officer, the Director of Annual Giving and Alumni Relations 
will provide expertise and strategic insight for managing the annual fund program and increasing 
engagement among our alumni population. The ideal candidate will possess skills to work in a fast-paced 
environment, desire to work as a team, and the self-motivation to design and implement new programs and 
procedures. This role offers the opportunity to be entrepreneurial and creative. Occasional weekend and evening 
hours may be required. 
 
Position Responsibilities: 

 Implement and manage a comprehensive annual appeal plan targeted at alumni donor acquisition 
and retention as well as revenue growth 

 Work with Advancement Associate to ensure proper tracking and stewardship of all annual giving 
donors 

 Develop a plan, in conjunction with the Communications Director, focused on engaging all alumni, 
particularly young professionals, through events, e-marketing, and other forms of engagement 

 Manage the Senior Class Gift Program, including recruitment of senior volunteers, goal setting, and 
leveraging relationships with alumni 

 Maintain a prospect pool with the goal of 4-8 visits monthly focused on increasing engagement and 
support 

 Manage Matignon’s Grand Reunion Weekend and all reunion activities, including 50th Reunion 
celebrations and a reunion giving campaign 

 Work with the Chief Advancement Officer on other major events throughout the year 

 Serve on the Advancement Committee, preparing reports and narratives for monthly meetings 

 Assume additional responsibilities as required 
 
Expectations: 

 The ideal candidate will have 2-3 years experience in fundraising, with a particular focus on annual 
giving or educational giving 

 Understanding of fundraising best practices and ability to execute a tactical plan 

 Strong interpersonal, oral, and written communication skills showing the ability to target a variety of 
segmented audiences 

 Candidate must work closely across the school to engage all members of the Matignon community 

 Significant computer experience, including Google Applications, Microsoft Office, social media 
platforms, and past work with databases 

 Must be a self-starter with the ability to effectively manage time and multiple tasks 
 
Interested candidates should submit a cover letter and resume, attention to Christopher Martin, to 
advancement@matignon.org by Friday, June 24. 
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