James Valley Christian School

Promotional Coordinator
Job Description
GENERAL RESPONSIBILITIES
The Event Coordinator is an employee of James Valley Christian School under the direction of the school superintendent and will work as a team within the Development Office to plan, direct, and implement all major school fundraisers and initiate other projects that support the mission and objectives of James Valley Christian School.

OVERVIEW
This person must have a personal relationship with Jesus Christ and agree with our Statement of Faith. This person must exhibit strong Christian leadership and have a passion for Christian education. This person must also have excellent organizational, time management, human relations, written, and verbal communication skills. This person must be self-motivated, creative, and able to speak to small groups. This person must have the ability to follow a budget.

REQUIRED PERSONAL QUALITIES
1. Have received Jesus Christ as his/her personal Savior.

2. Believe that the Bible is God's Word and standard for faith and daily living.
3. Be in whole-hearted agreement with the school's Statement of Faith.
4. Be a Christian role model in attitude, speech, and actions toward others. 
ADDITIONAL PERSONAL QUALITIES
1. Demonstrate the character qualities of enthusiasm, courtesy, flexibility, integrity, gratitude, kindness, self-control, perseverance, and punctuality.

2. Meet everyday stress with emotional stability, objectivity, optimism, and joy.

3. Maintain a personal appearance that is a Christian role model of cleanliness, modesty, good taste, and compliance with school policy.

4. Must possess exceptional organization skills and meet deadlines on time.

5. Develop effective personal and/or professional relationships with donors, alumni, staff, and the community.

6. Must possess exceptional written and oral communication skills.

7. Appropriately handle all confidential information.

8. Must be a self-starter, enjoying personal contact with individuals and working in groups.
PRIMARY RESPONSIBILITIES

This person is expected to achieve a high standard of excellence in the following areas:

1. Responsible for Public Relations

a. Develop positive school relations in the school and community by organizing events designed to connect the school with current families, alumni, grandparents, churches, civic clubs, and the general public. (i.e. back to school picnic, reunions, celebrations etc.)

b. Develop and maintain a plan for media usage, including, but not limited to, advertising, public interest articles, and school function exposure on social media, Plainsman, and other print and digital venues.
2. Responsible for Publications

a. Develop professionally written publications, including but not limited to the weekly Intercom, the Building to Excellence newsletter, receipt inserts, and fundraising letters. 

b. Develop creative advertising posters, brochures, press releases, video presentations, materials that promote fundraisers and other programs of the school.

c. Maintain school website in a timely manner with current and relevant information including pictures, activities, schedules and calendars.
3. Assisting Event Coordinator

a. The Event Coordinator is responsible for major fundraising events

· As a team, develop goals and strategic plans for the overall fundraising events of the school. This includes Fall Banquet, Auction, Stewardship Dinner Theater, Cleanathon, Cattle program, and other events that arise.
4. Tasks shared with Promotional Coordinator
a. Database 
· Oversee the database for mailing purposes to include, but not be limited to, prospective parents, alumni, donors, churches, and friends.
· Oversee the maintenance of donor records on Donor Perfect.

b. Volunteers

· Take initiative to find volunteers where needed for all events, mailings, and office help when needed.

· Have appropriate relationships with volunteers, such as refraining from gossip, praising, and thanking them appropriately.
c. Responsible for Student Recruitment
· The coordinator will conduct programs specifically designed to recruit students (i.e. spring open-house, invite a friend day, etc.). 
· The coordinator will develop materials for prospective parents/students
5. Other Duties

a. Follow policies in the JVC staff handbook.
b. Yearly evaluate the effectiveness of events, programs and publications and all other development office duties in respective committees and at the year-end development meetings.
c. Other tasks and duties as assigned.
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