
 

 

 

 
The Children’s School - Who We Are 
At The Children’s School, you'll be part of a community of educators and support staff who believe in 
child-centered, hands-on learning that nurtures students’ academic, social, and emotional selves. We 
are committed to justice-oriented teaching and learning within an equitable, democratic community. 

We look for team members who emanate optimism, share feedback to solve problems, reflect on how 
their actions impact others, and take ownership over creating the culture they want to show up to each 
day.  

At The Children’s School, we believe that education will be stronger and better when our staff 
member’s identities mirror the full diversity of human experience. Hence, we strongly encourage 
applications from people of color, LGBTQIA+ persons, and members of marginalized communities.  

Position Description: We are excited to add our first development professional to the School’s team!  
We seek a talented individual who understands the value of building meaningful lasting relationships to 
expand the school’s non-tuition revenue stream.   

Under the direction of the school’s two administrators, the successful candidate will be responsible for 
organizing and executing our fundraising campaigns, relationship management, donor cultivation and 
stewardship, and building a solid development program for our organization. This position also involves 
managing individual gifts, cultivating corporate gifts, and some grant-writing.  
 
If you have a background in philanthropy and/or non-profit fundraising and development and are eager 
to build and formalize a program, we would love to meet you. Candidates with experience working in 
the nonprofit sector generally, and education specifically, are urged to apply. 
 
The Children’s School admits students of any race, color, and national and ethnic origin to all the rights, 
privileges, programs, and activities accorded or made available to students at the school.  The 
Children’s School does not discriminate on the basis of race, color, sexual orientation, gender identity 
or expression, religion, or national or ethnic origin in administration of its educational policies, hiring 
policies, admissions policies, financial aid program, or any other school-administered programs. 
(Approved January 2017) 
 
Essential Job Functions 

• Manage and develop a successful fundraising program to meet defined annual targets (e.g., 
alumni giving, secure 3 long term relationships with foundations). 

• Build and maintain strong relationships with current donors 

Development Associate 
Hours: Part-time, 20 hours/week. Required attendance at select school events in Oak Park 
outside of school hours. Work can be concentrated into 9 months annually if needed. 
Salary: Range is $25,000-$30,000/year, commensurate with experience.   



 

 

• Identify prospective individual and corporate donors and develop strategies to cultivate those 
relationships 

• Research donor relation programs and software to stay current with donor giving needs/trends 

• Document and maintain donor records (currently use DonorSnap) 

• Ensure timely and accurate report deliveries to funders and, periodically, to board members and 
other audiences 

• Communicate and collaborate with board members and staff on the management and planning 
of fundraising and donor events, both in-person and virtual 

• Grant research and writing to support programmatic efforts 

Note:  The above statements are intended to describe the general nature of work being performed. 
They are not intended to be an exhaustive list of all duties and responsibilities.  

Experience  
• Bachelor's Degree in Nonprofit Management or related field 
• 2-4 years' fundraising and grant writing experience 
• Foundation relationship and grant writing experience 
• Working knowledge of Microsoft Office suite and/or Google suite 
• Experience with fundraising database management preferred 
• Excellent written, interpersonal, and verbal communication skill 
• Experience in the nonprofit and education sectors preferred 

 
Knowledge, Abilities, and Skills 

• Organized, efficient, with strong problem-solving and prioritizing skills 
• Strong communications skills – written and verbal 
• Genuine commitment to the power and promise of education  
• Enjoy talking with people and seeking “win-win” relationships 
• Demonstrated high personal integrity to maintain confidentiality  
• Demonstrated ability to take initiative and work independently  
• Strong work ethic and a positive attitude 
• Manage stressful situations in a calm way 
• Comply with schedules and meet deadlines  
• Pass required background check 

 
Benefits 

• Partial remote and flexible hours permitted; Potential for flexibility over summer months 

• Fundraising expenses line item 

• Semi-monthly pay; Access to professional development funds 

• Potential for position to become full time 

• Building on an exciting, proven and profitable events model 

• Dynamic and dedicated colleagues who love their work with students 
 

To learn more about TCS, visit: www.TheChildrensSchool.info 
 

To apply, please send your cover letter and resume (12 font), including details on your personality, to: 
admin@thechildrensschool.info. Please put “development association” and your full name in the 

subject line. Please no calls. 

http://www.thechildrensschool.info/
mailto:admin@thechildrensschool.info

