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Department of Catholic Schools Job Posting 
Christ the King, Milwaukie 

 
Position title: Advancement Director 
Position Start Date: 7/11/2018 
Application closing date: When filled 
Full or Part-time: Full-time 
Catholic required/preferred: Catholic preferred 
 
GENERAL STATEMENT OF DUTIES:  
The Advancement Director supports the mission and vision of Christ the King Catholic 
School by providing advancement and related administrative/public relations services at 
the direction of the pastor and/or principal. Works with school staff and volunteer 
committees to support the mission and vision of the school.  
ESSENTIAL FUNCTIONS/MAJOR RESPONSIBILITIES:  
1. Responsible for the planning, management, and implementation of professional and 
modern advancement plan and friend raising initiatives with strong collaboration with 
pastor and/or principal.  
2. Plan, manage, and implement annual giving, major gifts, and events. This includes, but is 
not limited to: prospect identification and research, cultivation, solicitation, gift 
processing, acknowledgments and stewardship.  
3. Create and publish a quality publications and communications including but not limited 
to: annual report, thank you letters, etc.  
4. Designs, implements and coordinates a sophisticated volunteer program for parents 
and parishioners, interviewing individuals to determine how to best utilize each person’s 
talents, obtaining regular assistance for teachers and staff, matching interests and needs, 
and recruiting school spokespersons including school Parent Community Organization.  
5. Organizes committees to handle events as needed. 
6. Develop strong relationships with community leaders, businesses, and other entities to 
promote Christ the King as the premiere private school in the southeast region of the 
greater Portland area.  
7. Represents Christ the King Catholic School on relevant community boards.  
8. Researches and writes grant proposals that support segments of the school's long-range 
plan. Assists the principal, pastor, and other appropriate personnel in cultivating 
relationships with major local foundations.  
9. Prepares/orders materials so projects can begin at appropriate time.  
10. Maintains a level of knowledge and skills required by professional reading, attendance 
at workshops or conventions, and participation in professional organizations.  
11. Prepares Archdiocesan and government reports.  
12. Participates in Archdiocesan in-services as requested by the principal.  



13. Maintains a strict level of confidentiality on all matters relating to parish/school 
business. 14. Performs other work-related duties as requested by the principal or pastor.  
 
JOB SCOPE: The Advancement Director operates under moderate supervision and within 
established lines of authority. Receives specific and definite directions and instructions, 
but may also determine own practices and procedures. Position encounters recurring 
work situations with occasional variations from the norm. The Advancement Director 
agrees to comply with the philosophy of the school as interpreted by the school and to 
function under the direction of the pastor and/or school principal as a contributing 
member of the school community.  
 
SPECIFIC JOB SKILLS: | Produce accurate correspondence and reports in a timely fashion | 
Organize files, events and materials in a successful manner | Ability to interact with 
children in a positive manner | Work independently and as a team member. | Be flexible, 
creative, responsible | Maintain confidentiality | Prioritize workload to meet program 
requirements | Establish and maintain working relationships based on mutual confidence 
and respect | Identify problems and their solutions | Good verbal and written 
communication skills | Ability to accurately and effectively operate personal computer and 
all basic office equipment, including but not limited to word processing and accounting 
software, ADP payroll system calculators, copiers, fax machines, paper shredder, 
telephone, etc.  
 
EDUCATION AND/OR EXPERIENCE: B.A. in communications, finance, public relations 
and/or marketing or an equivalent combination of education and experience in a 
comparable field with 3-5 years experience in a comparable position. Prefer 2-4 years 
experience working with nonprofit or religious organization. Prefer practicing Catholic 
with thorough knowledge and understanding of Catholic teachings, practices and 
organizational structure. Bilingual in Spanish preferred. Valid driver's license required. 
 
 
Principal or Contact Person: Dr. Patrick Jefferies, Ed.D 
School Name: Christ the King 
Address: 7414 SE Michael Drive 
City, State, Zip: Milwaukie, OR 97222 
Contact email: principal@ctk.pvt.k12.or.us 
Contact Phone: 503-785-2411 


