
 

Director of Institutional Advancement 
Greenspring Montessori School 
Half-time Position 
    
Seeking a creative and dynamic Director of Institutional Advancement to lead and 
inspire! 

The Director of Institutional Advancement (DIA) is a senior member of 
Greenspring Montessori School’s administrative team, reporting directly to the Head 
of School.  The DIA manages and builds the school’s development efforts, including 
Annual Fund and Capital Campaigns, as well as supporting the school’s outreach.  

As the DIA, you will develop and implement strategies to cultivate giving among 
the internal constituencies of the school and the community at large.  

Institutional Advancement Mission Statement: Create and sustain positive relationships 
between the school and its constituents, both internal and external, leading them to support 
Greenspring Montessori School as donors, volunteers, and advocates in fulfillment of our 
mission. 

Responsibilities include: 

o Developing and implementing the over-arching Institutional 
Advancement Strategy, in partnership with the Head of School and 
the Board, for GMS. 

o Creating and being accountable for the Annual Development Plan 
o Responsibility for achieving our fundraising goals 
o Increasing Annual Giving participation 
o Guiding, supporting, and energizing the Development Committee 
o Conducting the annual appeal for support, including regular 

solicitations and the supervision of data entry of gifts, timely 
acknowledgements, pledge reminders, etc. 

o Organizing, managing, and overseeing other fundraising events 
o Organizing, inspiring, and managing volunteerism, constituency 

relations, and special events. 
o Lead and manage GMS’s upcoming Capital Campaign 



o Train and lead other staff, Board of Trustees, and parent volunteers to 
support fundraising and marketing efforts  

o Cultivate and nurture relationships with current and potential 
corporate & foundation sponsors, as well as individual donors  

o Write grant proposals and reports to corporate, foundation, and 
government funders  

o Build a program of ongoing cultivation of foundations, 
businesses/corporations and other local organizations, increasing 
awareness of Greenspring Montessori School and its programs, and 
create a philanthropic climate for additional support of the school. 

o Develop and grow our individual donor base, cultivate and steward 
current donors and prospects, creating a climate of future generous 
giving to Greenspring Montessori School. 

o Develop and manage Board fundraising capacity  
o Manage development use of our database to ensure timely and 

accurate documentation and reporting of philanthropic gifts, 
acknowledgement letters, volunteer/donor lists and the like.   

o Design processes and procedures to allow easy access to and retrieval 
of constituent data by other staff and administrators. 

o Organize and inspire a strong sense of community and pride in the 
school on the part of parents, alumni/ae, faculty, staff and other 
constituent groups through donor recognition events and special 
celebrations, such as the Harvest Festival, Winter Celebration, Annual 
Soiree, Graduation, and additional events as necessary.  

 
The successful candidate will be a warm, energetic, and articulate, with a tireless 
work ethic. Previous experience in development is a must. Previous experience in an 
independent school or higher educational setting a plus, as is knowledge of 
Montessori philosophy and curriculum. Other requirements: 
 

o Impeccable written communication: mastery of grammar and spelling 
is essential 

o Exceptionally strong speaking and interpersonal skills 
o Ability to work independently and collaboratively 
o Willingness to work hard and as part of a team for a common goal 
o Computer skills essential; familiarity with fundraising software a plus 
o Genuine interest in serving Greenspring Montessori School to help it 

be the best it can be 
 
This position is a part-time, year-round position with occasional weekend and 
evening hours. This position will average about 20 hours a week.  The salary range is 



$25-30 an hour, depending on experience. The position begins on January 2, 2014.  
We would be willing to delay the start date for the right candidate. Benefits include 
health, dental, retirement, paid vacation and holidays. 
 

Greenspring Montessori School is an independent, non-profit school, serving 
children ages 18 months through 14 years. Our mission: Igniting purpose and voice in a 
fully engaged learning community. Founded in 1962, we are in our 52th year. We are a 
hard-working group, and welcome your intelligence, creativity, passion and vision 
as we grow the school. Please send a resume and cover letter to Tamara Sheesley 
Balis, Head of School, at tsbalis@greenspringmontessori.org.  NO CALLS PLEASE. 
Review of applications will begin immediately, and will continue until position is 
filled.  

 

 
 


