
 
 

Position Opening: Advancement/Development Assistant 

We are looking for the right person to join our team! If you have Advancement/Development (fundraising, database management or 
event planning) or Non-Profit experience and are looking for the perfect position that allows you flexibility and the opportunity to 
work in a professional but fun environment, we need you. We have a flexible schedule, part-time 25-28 hour position as an 
Advancement/Development Assistant at Midland School. The position is primarily responsible for supporting tasks under direction 
from the Director of Advancement & Alumni Relations and the Marketing and Communications Associate. The Advancement/ 
Development Assistant will be involved in all aspects of advancement work and will work closely with them to execute successful 
campaign and data tracking efforts. 

Midland School, located on a 2,860-acre ranch at the edge of the Los Padres National Forest in Santa Barbara County, California, has 
been a leader of place-based and experiential college preparatory education since 1932. We strive to have everything that we do — 
from the courses we choose to teach, to how we maintain our campus, to the way we feed ourselves — originate from an intentional 
curriculum that focuses not only on college preparatory classes, but also on leadership, community, and stewardship. If you would 
like to be a part of a team dedicated to teaching the value of a lifetime of learning, self-reliance, simplicity and a responsibility to 
community and environment, then join us and make a difference. See www.midland-school.org for more information about our 
school. Midland School is an equal opportunity employer and actively seeks diversity amongst our employees.  

 
Primary Duties and Responsibilities 
Manage Advancement database including entering donations, maintaining the integrity of all database & fundraising data & 

reporting, and running fundraising and other analytical reports 
Coordinate event logistics - from creating invite lists, sending mailed and emailed invitations to appropriate constituent lists, RSVPs 

to pre-event planning and day of event set-up and coordination  
Compose and send out thank you letters and other All School and Advancement Office mailings/emails 
Conduct prospect and donor research 
Serve as office coordinator, including ordering office supplies and organizing meetings, resources, and activities 
Occasional evening/weekend work  
 
Minimum Qualifications 
Excellent computer skills with demonstrated proficiency in Excel, 

Word and Google Suite 
Strong administrative and customer service skills 
Attention to detail, problem-solving and strong analytical skills 
Desire to be part of a team but also ability to work independently 
Ability to manage multiple projects and communicate effectively 
Sense of humor and friendly demeanor 
Successful passing of criminal checks 
Health clearance for TB screening 

Desired Qualifications or Experience 
Bachelor’s degree or equivalent experience 
Knowledge of data entry, databases and/or experience with 

fundraising software 
Fundraising experience 

  

 

 
How to Apply 
This position is open until filled with an expected start date in September 2021. Applicants should first carefully review the 
qualifications and the Midland School website. After that, please submit the following four items: 1) Cover letter that addresses the 
alignment of your experience and interests with the qualifications outlined above and Midland School mission, 2) Resume, 3) 
Midland Employment Application (available https://midland-school.org/resources/), and 4) a list of 3-5 references. Submit 
applications via e-mail in the pdf file format as a single document, titled lastname_firstname_Mid_Adv_Asst_2021-22 to Jill Brady, 
Assistant to the Head of School at jbrady@midland-school.org.  


