
Advancement Assistant Job Description 
 
Le Jardin Academy, located in Kailua, HI is an   International Baccalaureate World School 
offering students a world-class education from pre-kindergarten to grade 12. Founded in 1961, 
Le Jardin Academy now serves over 840 students across two campuses. Its graduates attend the 
best universities across the world and are equipped to serve in whatever community they 
reside. 
 
Primary Responsibility: 
The Advancement Assistant is responsible for providing significant and substantive support in 
executing Le Jardin’s the annual giving campaign, creating giving and reports, tracking donor 
information, and acting as a liaison with the Parent Association, Booster Club and student clubs. 
The Advancement Assistant works closely with all members of the Advancement Team to 
support all Advancement Office goals, as well as plan and implement other school events. 
 
This position reports directly to the Director of Advancement. 
Essential Duties: 

 Responsible for gift processing and acknowledgement production.  Receives and records 
 Inputs donations, pledges and gifts-in-kind in Raiser’s Edge, prepares deposits for 

business office  
 Reconciles gift income with business office, prepares and sends acknowledgement  
 Producing acknowledgment letters/cards 
 Responsible for data integrity in Raiser’s Edge database management system 
 Produces mailing labels/disks as needed for all school mailings  
 Prepares monthly financial reports.  Annual Fund participation   
 Generates reports, as needed, for committee and board meetings 
 Assists the Assistant Director of Development with donor cultivation and stewardship 

activities 
 Assists with Annual Fund and Relationships & Stewardship program activities  
 Assists in the production of the annual report 
 Manages office - including: tracking budgets, ordering supplies, managing files, provide  
 Phone coverage for front reception desk as needed. 
 Other duties as assigned 

 
Minimum Qualifications: 
2-4 years of related professional experience, preferably, but not limited to, work in 
development at an independent school or in higher education; 

 Bachelor’s degree; 
 Strong written and verbal communication skills, as well as excellent telephone and 

customer service skills; 
 Demonstrated ability to pay close attention to detail, to efficiently manage several work 

assignments and tasks simultaneously, and to prioritize work in a fast-paced 
environment; 



 Proficiency with all Microsoft applications, including Excel and merge applications, as 
well as experience working with a variety of database systems. Experience with 
Blackbaud’s Raiser’s Edge preferred; 

 Positive attitude, relationship-building skills, a high-level of self-motivation, and a 
strong, responsible work ethic; 

 Demonstrated ability to work independently and as part of a team, to think ahead and 
be a problem-solver; 

 Proficient in Google Tools 
 Proficient in Social Media 
 Proficient in photo editing 
 Willingness to travel and work occasional evenings as necessary. 

 

Physical requirements 
The physical requirements described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
While performing the duties of this job, the employee is: 

 Frequently required to stand, walk, use hands to manipulate, handle, grip and feel 
objects, utensils, tools or controls 

 Frequently required to reach with hands and arms 
 Occasionally required to lift, push, pull and/or carry items and objects up to 5o pounds, 

with a minimum of 25 pounds lifted and carried 
 Occasionally required to lift, push, pull and/or carry items and objects up to 6o pounds 
 Specific vision ability required by this job is 20/20 vision (corrected or uncorrected) 
 Specific hearing ability required by this job is the ability to pass a hearing test 

(corrected or uncorrected) 
 

Details 

Department: Advancement 

Status: Full-time  

FLSA Status: Non-Exempt  

Work year: Twelve month 
Work hours: Must be able to work flexible hours, with standard hours being 7:30 am - 4:30 
pm, including some Saturdays, holidays and evenings 
 


