
 

 
 

 
POSITION DESCRIPTION 

Executive Director of Institutional Advancement 
 
TITLE: Executive Director of Institutional Advancement (for convenience in this document, 
sometimes shortened to “director”) 
 
FUNCTION - The executive director of institutional advancement will organize, manage, and assist 
the development and communications staff in building personal and institutional relationships with 
constituents, enlisting gift funds to assure the operation of the Seminary, and oversee a comprehensive 
marketing and communications plan. 
 
The ideal candidate will be a self-starter with a demonstrated ability to build institutional friendships 
and represent the Seminary to all constituencies in a warm, professional, and competent manner. 
 
ACCOUNTABILITY - The director is directly responsible to the president of the Seminary. The 
director is an ex officio member of the Institutional Advancement Committee of the board of trustees 
and reports directly to the board of trustees when requested. 
 
Other professional staff in the Institutional Advancement Department report to the executive director 
of advancement and may participate in reports to the president and the board if so requested by the 
director. Staff include the director of communications, the administrative assistant for institutional 
advancement and, in consultation with the president, the assistant to the president for strategic 
initiatives. 
 
In practice, all Institutional Advancement staff will function collegially, holding periodic staff 
meetings to review past work as well as to think and plan strategically for short-term tasks and longer-
term vision. 
 
Reporting of activity and results will be compiled and completed for submission to external agencies 
(e.g., ATS, CAE, etc.) as well as for internal assessment of the department’s mission effectiveness, 
cost-effectiveness, and efficiency. 
 
RESPONSIBILITIES - The director has the responsibility and the authority to oversee the 
Institutional Advancement department and, in consultation with the staff and president, for the 
following: 

 Developing and implementing major, planned, and annual gift strategies to include priorities, 
goals, and direction so that significant and regular gifts can be cultivated and solicited from a 
strong and expanding donor base 

 Maintaining accurate records on all contributors to the Seminary and provide for appropriate 
acknowledgment and reporting of gifts 



 

 Overseeing the communications work of the Seminary (marketing, publications, and alumni 
relations), developing a sense of loyalty among Seminary alumni, supporters, and Church of the 
Brethren members and congregations so that they might be more fully engaged in the life and 
ministry of the Seminary 

 Representing Bethany at conferences and local congregations, to include speaking, leading 
workshops, facilitating events, and providing consultation as opportunities arise or can be 
arranged 

 Envisioning new goals and new ways of doing things consistent with core elements of the 
mission and culture of the institution 

 
These actions shall be consistent with the overall policies of the Seminary as established by the board 
of trustees. 
 
SPECIFIC ASSIGNMENTS - As in other small institutions, the executive director of institutional 
advancement will function both in an executive leadership role and as a working member of the 
advancement team, particularly in relation to fund-raising and gift planning. This dual relationship will 
make it important for the director to set aside adequate time for planning, program development, and 
evaluation in addition to the time needed to implement program and care for the routine operations of 
the Institutional Advancement Office. This assignment will include the following activities: 

 Planning and overseeing Institutional Advancement Department operations, coordinating 
activities and staff of the department while seeking ways to represent the work and mission of 
the Seminary 

 Establishing and maintaining basic office procedures, equipment, records, and policies to 
ensure an orderly operation of the department and the careful, confidential handling of 
information related to the Seminary's various constituent groups, applicants, and donors 

 Maintaining professional contact with attorneys, accountants, trust officers, insurance persons, 
and estate planning counselors so that their expertise may be enlisted when the situation 
warrants 

 Participating in periodic professional growth experiences 

 Participating in life at the Seminary on campus as schedule and circumstances allow 
 
Residency in Richmond, Indiana, is preferred, but an off-site arrangement can be negotiated. 
 
Review of applications will begin July 30, 2018, and will continue until an appointment is made. To 
apply please send a letter of interest, a resume, and contact information for three references to 
 

Rev. Dr. Jeff Carter, President 
Bethany Theological Seminary 

615 National Road West 
Richmond, IN  47374-4019 

or 

president@bethanyseminary.edu 
 
Bethany Theological Seminary’s policy prohibits discrimination in employment opportunities or practices with regard 
to race, gender, age, disability, marital status, sexual orientation, national or ethnic origin, or religion. 


