Lancaster Theological Seminary
VICE PRESIDENT OF ADVANCEMENT

Department: Office of Advancement

Direct Supervisor: President

Supervises: Director of Marketing and Communication, Stewardship Manager, Campaign
Relations Coordinator

Status: Full time, professional staff exempt from Fair Labor Standards Act

General Job Description:

The Vice President of Advancement leads the institutional advancement program of the
Seminary in keeping with the institution’s overall strategic plan. S/he oversees all fund raising
(annual fund, major gifts, grants, planned giving, endowment and capital campaigns) and
constituent programs (alumni/ae, church and community relations). S/he ensures that the
Seminary develops and maintains positive partnerships that create both a community benefit
and a culture of support for the Seminary.

The Vice President of Advancement works with the president, the trustee advancement
committee and other advancement staff to identify, cultivate, and solicit friends and alumni/ae
in support of the Seminary’s mission. S/he will represent the Seminary in churches and other
religious settings. S/he assures that all gifts are properly and accurately recorded and
acknowledged and that accurate fundraising reports are provided to the president and trustees
on a regular basis.

S/he oversees the Seminary’s interface with the public, including all appeals, publications,
publicity and marketing, and web site design to ensure that the Seminary presents a uniform
identity and consistent messages with regard to the school’s mission and priorities.

Prerequisite Skills:

To perform this job successfully an individual must be able to execute each essential job

function satisfactorily. Reasonable accommodations may be made to enable individuals with

disabilities to perform the essential functions. The requirements are representative of the

knowledge, skill and/or ability required.

* Bachelor’s degree, with advanced degree preferred

* At least five years of development experience, with preference given to a CFRE with
educational and/or religious non-profit experience

* Demonstrated administrative, management and supervisory skills

* General knowledge of fund development databases and the ability to analyze data to
support fundraising strategies

* Ability to manage multiple projects and priorities and give careful attention to detail

¢ Strong interpersonal and verbal communication skills

* Media relations and public relations experience

* Proven ability to handle confidential material accurately and with sensitivity



* Adept at working flexibly in a team environment
¢ Ability to work in a multi-cultural and diverse environment
* Proficiency with personal computers and other office technology.

Candidate must be self-motivated, be knowledgeable about all aspects of fund development,
experienced in making major gift solicitations, and have demonstrated skills in organizing and
motivating volunteers.

Primary Duties and Responsibilities:
¢ Plan annual goals and objectives for the Institutional Advancement Department.
e Develop program strategy and oversee its implementation to achieve department goals.
¢ Directly manage relationships with 50-75 donors and prospects annually, with the goal of
obtaining $250,000-5500,000 in annual philanthropic support. Oversee
endowment/planned gifts program.
e Complete Campaign The Way Forward already underway with a $6 million goal for current
projects and an additional $3 million goal for planned gifts.
* Cultivate key pastors, alumni/ae, and churches for positive relations and financial support,
staff alumni/ae advisory committee and events.
¢ Manage a portfolio of current, renewal and prospective foundations throughout the year.
o Research grant-making prospects and match funding objectives with the goals and
needs of the Seminary.
o Provide timely advice and information on funding opportunities, requirements and
procedures.
o Write grant proposals, utilizing the services of a part time grant writer, as needed.
¢ Participate in executive staff meetings.
* Serve as representative of the Seminary as needed in concert with the president, the vice
president of academic affairs/dean, and the chair of the Board of Trustees.
* Serve as liaison with the Board of Trustees Advancement Committee.
* Manage department budget.
¢ Supervise director of marketing and communication.
Collaborative support position responsible for directing and implementing Seminary
promotions, public relations, publications, media relations, website content
management, advertising and marketing in support of Seminary programs, personnel,
events, initiatives including Admissions, recruitment, academics, fundraising.
* Supervise stewardship manager.
Support position to manage the receipt, posting, and acknowledgment of all gifts and
donations, oversee of prospects and donor records (individuals, foundations,
businesses and churches), and conduct prospect research for the identification,
cultivation and solicitation of gifts.
¢ Supervise Campaign Relations Coordinator
Collaborative support position for hosting events related to the campaign and for
developing positive relationships and financial support of the campaign goals.
* Manage relationships with Interim Campaign Coordinator and Campaign Consultants, and



as necessary with contract staff and other consultants.

Secondary Job Functions:
e Other duties as assigned.
¢ Maintain professional growth and development in the field.
e Service to community and church as appropriate.

Supervisory Responsibilities:
¢ Director of marketing and communication; stewardship manager; campaign relations
coordinator; administrative assistant (shared with business office); volunteers on ad hoc
basis.

Work Schedule:
Flexible. Full time. Monday through Friday with additional nights, evenings, and weekends as
necessary.

Environmental Demands:
Maijority of work is indoors. Indoor work environment is temperature controlled. Regularly
works with others. Occasional outdoor events as planned throughout the year.

Mental Requirements:

Reading/Writing/Math — Complex reading and writing for reviewing and editing forms. Math
required for statistical report compilations.

Attention to Detail — Close attention to detail for maintaining records, compiling files, data
input and responding to inquiries with accurate information.

Judgment/Decision Making — Ability to prioritize own work. Respond proactively by
anticipating needs and demands of the office.

Verbal Communication Skills — Frequent and essential with ability to quickly organize and
communicate thoughts and to understand communications from others.

Interpersonal Skills — Capability to relate readily with donors and prospective donors,
alumni/ae, and denominational/church representatives. Ability to foster cooperation and
teamwork among staff and volunteers while also providing direction and supervision.
Planning — Ability to manage multiple projects and meet deadlines. High tolerance for
interruptions while maintaining courteous demeanor.

Physical Requirements:

Hours of work — Full time as noted above.

Vision — Close vision is required for reading correspondence and working with computer.
Hearing — Ability to hear verbal communication and to carry on telephone conversations.
Clear Speech — Ability to communicate clearly in person and on telephone.
Lifting/Carrying — Some lifting and carrying of files and printed materials.

Pushing/Pulling — Ability to push/pull desk and filing cabinet drawers.

Sitting — Ability to sit for long periods of time.

Reaching — Ability to reach above shoulder, below shoulder at arms' length.




Manual Dexterity — Ability to use computer keyboards.

Regular Attendance — Required to keep office functions operating smoothly as well as provide
daily support required for the advancement office. This position allows for a flexible schedule
and participation in voluntary organizations during regular seminary working hours as defined
in the employee handbook.

Tools and Equipment Used:
Phones, personal computer, printers, fax machine, photocopiers and shredder; business office
and fund-raising software programs and information management systems.

Non-Discrimination:

Lancaster Theological Seminary does not discriminate on the basis of race, color, sex, religion,
age, creed, marital status, national origin, ancestry, physical or mental disability, sexual
orientation, affectional preference, or veteran or citizenship status. Lancaster Seminary also
acts affirmatively to attain a more balanced representation of under-represented racial and
ethnic minorities.

Applicants should send letter of interest, resume and list of three references to Ms. Elizabeth
Bennett at ebennett@lancasterseminary.edu. Applicants will be considered as materials are
received and position will be filled




