
BROOKLYN JESUIT PREP 
 Development Associate 

Part-Time Position 
 

Our Mission:  Brooklyn Jesuit Prep is a Catholic Jesuit middle school serving low-income families of 
diverse races, ethnicities and faiths in the Crown Heights neighborhood of Brooklyn.  Our mission is to 
develop young leaders who are intellectually competent, open to growth, loving, religious and 
committed to doing justice.  We achieve this goal through a rigorous academic program during an 
extended school day, a residential summer leadership camp and a graduate support program offering 
academic and tuition support through high school.  In this way, we break the cycle of poverty through 
education and further the Jesuit tradition of molding men and women for others. 
 
Role and Responsibilities:  

 The Development Associate works closely with the President and the Development Assistant in 
advancing the overall mission and fundraising needs of the school. 

 Responsible for grant writing and foundation/corporate outreach 
 Oversees donor database including generating donor acknowledgment letters, processing gifts, 

analyzing donor contributions, updating records, and reconciling donor database with QuickBooks. 
 Assists President in her communication with donors, general public and community partners. 

Coordinates communication between sponsors and sponsored students. Writes and edits newsletters, 
e-blasts, program brochures and flyers.  Helps maintain and update BJP social media including website 
and Constant Contact. Oversees writing and editing of annual report.  

 Analyze data and develop data-driven strategies for improving performance of direct marketing. 
Evaluate fundraising activities, analyzing data, monitoring effectiveness and testing new approaches. 

 Build major gift program.  Increase pipeline for major gifts from individuals as well as foundations.  
Cultivate, steward and solicit supporters as assigned.  Increase participation in various Sponsorship 
programs.  Meet face-to-face with donors.  Generate activities that will help acquire new supporters.  

 Coordinate all aspects of the Annual Fund, including but not limited to:  direct mail appeals for the 
Annual Fund and Student Sponsorship Program 

 Plan and execute all aspects of special events for fundraising and cultivation purposes on behalf of 
Brooklyn Jesuit Prep including but not limited to:  Annual Gala, A Day for Farrell, Hoops for BJP and 
other smaller events as necessary.  Tasks related to special events include: coordination and design of 
all invitations/mailings, coordination with vendors, communications with volunteers and donors, day-
of-primary contact person, post-event follow-up, mindfulness of revenue goals and expenses related to 
each respective event, primary liaison to faculty, staff and students in regards to their participation in 
and assistance with, special fundraising events. 

 Create and develop a plan for new donor cultivation and acquisition including necessary prospect 
research. 

 Work with BJP faculty and staff to serve as ambassadors and help cultivate donors. 
 Participate in morning assemblies, weekly administrative staff meetings, trustee meetings, Friday 

faculty meetings, faculty/staff retreats, and August faculty/staff orientation, as necessary. 
 Reports directly to the President and undertakes any tasks assigned by the President. 



 
Qualifications: 
Openness to embracing and promoting the Jesuit mission of Brooklyn Jesuit Prep 
Strong writing, communication, organizational and interpersonal skills 
Experience with Annual Fund, Event Planning or Grant Writing is preferred 
Minimum of two years of experience in development 
Experience in an educational institutional setting is preferred 
Bachelor’s degree required 
 
Compensation: Salary is commensurate with experience.   
 
Benefits Package:  paid holidays, vacation and sick days, medical insurance and optional 401(K) plan.  
  
Hours:  This is a part-time position.  Employee would work 24 hours a week over 3 days.  
 
Applications will be accepted through October 21, 2016.  For more information on this position, or to 
submit a cover letter and resume including references, please contact Patricia J. Gauvey, President, 
at president@brooklynjesuit.org.  
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