
 
 

 
 
 

 
 

 
 

APPLICATION FOR COMMUNITY DEVELOPMENT DIRECTOR 
 
 
Letters of application and resume should be addressed to Gina Illes and given to 
Erica Ruvalcaba.  Please include both personal and work references.   
 
The Community Development Director position is a full time salaried position.  
The annual salary range is $43,000 - $53,000 based on experience. There is a 100% 
tuition remission benefit. 
 
The Interview Committee will review applications and will call in candidates for 
an interview.  The Interview Committee will then make recommendations to the 
Board of Trustees. 
 
Interview Committee members:  
Brooke Tomblin – Development Mandate Group representative 
Lisa Masterson – College of Teachers representative 
Gina Illes – Administration representative 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

 



Community Development Director  

Job Description 

 

Position Objective 

The Community Development Director is responsible for creating and supporting 
activities to maintain and grow a healthy community fundraising program, as well as 
promote clear and insightful communication, community building, customer retention, as 
well as to maintain a community fundraising program. This position is supervised by the 
College of Teachers and the Board of Trustees. 
 
 

Qualifications 

Administrative staff members should be familiar with Waldorf education and the 
principles on which it is based. Non-profit development and fundraising 
experience a must. Office and employee management experience required. 
Excellent organizational skills and ability to multi-task with a positive attitude is a 
must.  Outstanding written and verbal communication skills are essential, as is an 
understanding of the need for confidentiality.  Must be able to listen and channel 
information to the appropriate person or group. Exceptional interpersonal skills. 
Strong computer skills and a general adeptness for technology is required:  
Microsoft Word, Desktop Publishing, Database Management, Special Event 
Fundraising Software experience a plus.  Willingness to attend training and 
seminars as required by the Board or College.  College BA or equivalent. 
Flexibility of schedule needed for some evening and weekend work. 

 

 

Key Responsibilities 

Fundraising 

1. Organize, oversee, and execute the WSOC community fundraising activities according 
to the needs of the annual operating budget.  This includes, but is not limited to:  
Annual Giving, Gala, and Move-a-Thon.  

2. Organize, oversee, and execute WSOC community capital campaigns for capital 
expenditures, as needed.  This also includes individual asks for smaller capital projects. 

3. Cultivate and maintain relationships with the WSOC community of donors, 
recognizing these donors are also our “customers” who will be asked to sustain a donor 
relationship over a long period of time.  Donor retention and sustainable growth over 
time is a high priority. 

4. Maintain relationships with existing foundations and external donors.  This includes 
writing grant proposals, grant reporting, and maintaining accurate records. 

5. Manage process for accurate donor record database. 



6. Manage process of donor acknowledgements and tax receipts.  This includes financial 
contributions and in-kind. 

7. Work with class teachers to coordinate and uphold the policies related to class 
fundraising.   

8. Supervise an external Development Consultant, as needed. 

9. Work closely with the Endowment Director to coordinate communication needs 
(collateral, website) and to develop and maintain messaging. 

 

Communication 

10. Serve as the brand and messaging manager of WSOC.   

11. Create a communications plan for the WSOC parent audience.  Supervise the 
Community Coordinator in the maintenance and execution of the plan.  This includes 
marketing and communications of the Scrip Progam and COA.  The plan includes 
production and timely maintenance of:  website, newsletter, hot sheet, collateral, annual 
report, signage, community emails, public relations, and social media.  The plan will 
incorporate the delivery of the necessary factual information, but will also more fully 
build the insightful and inspiring communication lending to retention. 

12. Oversee all communication to WSOC parents.  This includes regular communication 
vehicles listed above (#8), as well as email blasts, letters, invitations, and 
communication needed for coordination of special events and festivals. 

13. Create a communications plan for prospective parents in collaboration with the 
Admissions Director.  Supervise the Community Coordinator to execute the plan.  The 
plan includes production and timely maintenance of:  website, collateral, video, 
signage, public relations, and social media, as well as the development of  media 
buy/advertising plan. 

14. Supervise WSOC Alumni Assoc. volunteer chairs.  Maintain regular communication 
and relationship building.  Plan to sustain relationships and grow alumni donors. 
 

15. Find opportunities for local community outreach and public relations.  Examples:  
Festival of Children, OC Parks, Costa Mesa City Hall, relationships with local 
schools. 

 
16. Serve as liaison to the press. 

 
17. Serve as the communications “face” of the school, to both internal and external 

audiences.  This often requires the ability to effectively communicate in front of live 
audiences, large and small. 

 

Community 

18. Work closely with the Parent Association, Room Reps, and Festival Committees to 
provide guidance, oversight and support of WSOC parent volunteer efforts. 

 



19. Recruit and train volunteer committees as needed, supporting and directing their 
activities for the benefit of the school. 

 
20. Manage all-school community events to ensure proper messaging, community spirit, 

and professional presentation.  Includes: back-to-school night, grandparents day, may 
faire, winter festival, 8th grade promotion, high school graduation. 

 

General 

21. Supervise the Communications Coordinator. 

22. Serve on the Development and Outreach Mandate Group.  Most likely requires one 
or more monthly evening meeting. 

23. Serve on the BOT.  Requires one or more monthly evening meetings. 

24. Attend Parent Association Leadership meetings and monthly Room Rep meetings. 

25. Work closely with the Board and College liaisons and Finance Committee to create a 
yearly development plan as well as a budget for fundraising income and 
communications expenses. 

 

 

General Expectations 

1. Acts as a mentor or coach for others. 

2. Acts as a role model for peers and subordinates. 

3. Supports the Mission and Objectives of WSOC. 

4. Understands and adheres to the need for confidentiality. 

5. Does not gossip or share information about others or participate in spreading 
rumors at any time. 

6. While at work, does not engage in personal conversations or other sensitive 
business activities in the presence of school families. 

7. Completes assignments with a positive attitude, following accepted 
procedures and practices even when workloads and demands are high. 

8. Demonstrates ability to work with others to achieve a common goal. 

9. Presents a professional appearance in dress & grooming. 

10. Adheres to attendance policy. 

 

 

 


