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Director of Development 
 
Summary 
The Director of Development is responsible for the organization and implementation of 
fundraising activities (annual, capital, grants, special events) and helping to craft various 
marketing and communication materials for use by development and admissions.  
 
Employment Classification 
This is a year-round, full-time, exempt position. The Director of Development will report to the 
Head of School.  
 
Essential Responsibilities  
 
Development  

• Working with the Head of School and Development Committee of the Board, establish strategies 
and tactics in order to meet the short-term and long-term goals for development 

• Ensure school policies for development are communicated and understood 
• Develop communications for campaigns (print, website, social media, video etc) for Annual 

Fund, Auction, Fund A Need, Endowment, Capital Campaigns, and others as needed 
• Develop communications for development in general (print, website, social media, video etc) 
• School liaison for Annual Fund campaign and Auction, ensuring parent chairpersons have a 

positive experience and can focus on their role, separate from the responsibilities of the school  
• Utilize school development database to track donor relationships, gifts, and produce thank you 

letters (Little Green Light); utilize auction and event planning software (Greater Giving) 
• Grant research, collaboration, writing, and tracking systems 
• Ensure proper grant administration, as well as provide updates to granting organizations and 

donors in compliance with grant requirements 
• Develop and support alumni council/network and coordinate alumni events: Summer and Winter 

Alumni Gatherings, connect head of school/admissions/college counseling staff when traveling to 
alumni  

• Coordinate community events: New Family Summer Park Get Togethers, Convocation, New 
Parent and Staff Mixer, Graduation, End of Year Celebration 

• Serve as school liaison for Parents’ Association, including collaborating with PA President, 
providing event support and guidance. Advise senior parents in Senior Dessert organization. 

• Liaison to neighboring The Terraces of Boise  
 

Peak times: Annual Fund late Sept – early December; Auction Jan - March 
 
Marketing 

• Strategic development, administration, and implementation of the school’s marketing efforts 
• Collaborate with Admissions team to understand enrollment goals for day and residential students 
• Develop marketing materials (presentations, print, website, social media, video, school signage, 

etc.) and manage deployment within established annual budget  
• Assist Admissions team with open houses and tours, including monthly open houses and as 

needed 
• Ensure consistency of the Riverstone brand, proper logo use, and messaging 
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• Design and implement school signage (IB posters, external signs, banners etc) 
• Photograph and video events and programs, as well as maintain digital files  
• Collaborate with marketing consultants or vendors as needed 
• Write or edit school communications, including the weekly all-school newsletter (Constant 

Contact), routine communications to inquiries and applicants, communications for emergencies 
• Update website with new content, written and graphic, using WordPress; work with IT staff to 

ensure best practices are followed for security and backup 
• Identify and promote public relations opportunities 
 

Other duties as requested 
 

Skills and Experience 
• Bachelor’s Degree 
• Strong organizational, interpersonal, technology, project management, and 

communication skills 
• Proven success in fundraising and marketing 
• Website, social media, video, and print media expertise 
• Experience with fundraising/CRM or other relevant software 
• Proven success in recruiting and motivating volunteers 
• Discretion and confidentiality 
• A desire to learn and grow in areas of limited present experience required in this position  
 

As a member of a high performing senior leadership team, the Director of Development will 
have the opportunity to design and implement critical fundraising and marketing systems, engage 
in professional growth opportunities, and make a difference in serving a vibrant educational 
community. Can-do initiative, personal responsibility, an upbeat attitude, and a commitment to 
professional growth and quality work are core values shared by all members of the Riverstone 
International School senior leadership team. 
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