
SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 1/3/17 
 

TITLE:   Executive Director, Advancement of SJC Foundation  

 

DEPARTMENT:  San Jacinto College Foundation 

 

SECURITY SENSITIVE: Yes 

 

FLSA STATUS1:  Exempt  

 

SALARY GRADE:  34 

 

FUNCTION:  Responsible for all aspects of the San Jacinto College foundation with the 

principle concern of setting the strategic goals and raising money for the college.  Other 

duties include overseeing the accounting, allocation and donor relations. 

 

 

REPORTS TO:  Chancellor 

 

SUPERVISES:  Executive Assistant 

Foundation Accountant  

Advancement Coordinator 

Alumni and Annual Fund Coordinator 

  

 

MAJOR REPONSIBILITIES: 

           Frequency 
Essential Job Functions (10 or less)2              D, W, M, Q, A3        %Time 

1. Leads the San Jacinto College Foundation, 

providing supervision and direction to foundation 

staff to achieve strategic goals.   

D 20% 

2. Plans, implements and evaluates a comprehensive 

fundraising program in accordance with the strategic 

goals set by the College.   

W 10% 

3. Actively collaborates with the Foundation Board, 

related committees, advisory boards, college and 

community to engage in the work of student 

success. 

 

W 10% 

                                                 
1 FLSA status and Salary Grade determined by the Human Resources department 
2 All job functions  MUST add up to 100% 
3 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 



Promotes awareness of the Foundation and the 

benefits of giving to San Jacinto College through 

active community involvement and leadership. 

4. Executes donor outreach, cultivation, solicitation, 

and stewardship of foundations, corporations and 

individuals to achieve fundraising goals.  

M 5% 

5. Oversees development and reporting of foundation 

and college budget; maintaining accurate donor data 

and appropriate donor software. 

M 10% 

6. Directly secures and reports regularly on dollars 

raised from new donors acquired, and current 

donors retained, major gifts, pledges, company 

matches and planned gifts. 

 

W 5% 

7. Supervises execution and development of annual 

giving plan, alumni association, scholarship funding 

and application, Veteran Wall of Honor and 

emergency student funding. 

M 10% 

8. Fosters dynamic, trusting relationships with 

volunteers, donors, foundations, corporations, 

professional advisors, foundation board, trustees, 

faculty, staff and SJC retirees. 

D 10% 

 

9. Manages all funding of scholarship, student success 

initiative grants and general grant processes to 

maximize dollars available, expand opportunities for 

students, and comply with donor restrictions and 

federal guidelines. 

M 10% 

                      

         

          Frequency 

Additional  Job Functions:                 D, W, M, Q,            %Time 

1. Oversee and utilize active website and social media 

presence. Q 5% 

2. Create and implement appropriate donor recognition 

and volunteer appreciation opportunities. Q 2% 

3. Oversee progress and annual evaluations for 

foundation office. A 3% 

 

 

 

 

 

REQUIRED QUALIFICATIONS 



 

Knowledge, Skills and Abilities:   

 Ability to lead, manage and work independently 

 High personal integrity 

 Must work collaboratively with diverse populations  

 Genuine interest and demonstrated ability to create new resources for community 

college advancement and student success 

 Ability to manage confidential information  

 Excellent planning, supervisory and evaluation skills 

 Sound judgment 

 Goal-oriented 

 Self-motivated 

 Reliable/Detail oriented 

 Enjoy working with volunteer workforce 

 Bilingual applicants are encouraged to apply 

 

Education and Experience: 

 

Required Education:  Bachelor’s Degree from a 4 year regionally accredited 

college or university in related field.   

 

Preferred Education:  Master’s Degree 

 

Required Experience: Minimum of 10-15 years of foundation leadership 

experience.  

 

Preferred Experience: Working knowledge of donor management software is 

desired 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications: CFRE (Certified Fundraising Executive) or  

            Similar certification 

 

         Frequency 

Exposure to Potentially Dangerous Materials    (D,W,M Q,A): 

  

  

  

 

 

        Frequency 



Physical Activity4:               D, W, M, Q, A    

Example:  Sitting D 

Sitting D 

Walking D 

 

 

             

 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

Salary Table  

Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 
  

The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 

 

                                                 
4 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 

force. 


