
 
ADMINISTRATIVE ASSISTANT 

TO HEAD OF SCHOOL AND DEVELOPMENT OFFICE 
 

Job Description 

 
Position Philosophy: The Head of School & Development Administrative Assistant is a full-time, 
dual-support role that provides high-level administrative assistance to both the Head of School and 
Development office. This position, along with both leadership positions that it supports, exists to serve the 
strategic and logistical needs of advancing the planning, funding, and relationships essential to fulfilling our 
mission of preparing students spiritually and skillfully for life ahead. The ideal candidate is an exceptionally 
organized self-starter who can manage a wide range of competing priorities with discretion, 
professionalism, and a collaborative spirit. A genuine commitment to the school's mission and culture is 
essential. 

 
Position type: Full-time exempt, year-round employee (works during summer) 

Reports to: Head of School (approx. ½ of role) & Director of Development (approx. ½ of role)  

Location: Works onsite at Legacy Christian School, with occasional offsite local meetings or events, 
additional travel is rare 

 
 
Responsibilities & Expectations:   

 

Assistant to the Head of School 
● Manage the Head of School's calendar, including scheduling internal and external meetings, 

appointments, and school events 
● Screen, prioritize, and assist with Head of School correspondence — phone calls, emails, and 

written communications 
● Plan and coordinate logistics for Head of School events, including board meetings, staff 

gatherings, parent forums, and others 
● Support Head of School with compiling high level information and communication, including 

letters, reports, agendas, presentations, and other documents 
● Handle confidential personnel, legal, and institutional matters with the highest level of discretion 
● Assist with strategic initiatives and special projects as directed by the Head of School 

 
Development Assistant 
● Provide day-to-day administrative support to the Director of Development  
● Process and accurately record all incoming gifts, pledges, and in-kind donations in the donor 

management database 
● Generate timely and accurate gift acknowledgment letters, tax receipts, and donor stewardship 

communications 
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● Maintain and update constituent records; conduct regular data audits to ensure database integrity 
● Assist in preparing donor reports, impact updates, grant materials, and fundraising campaign 

collateral 
● Coordinate logistics for fundraising events, cultivation dinners, and annual fund campaigns 
● Support prospect research and prepare briefing materials for donor meetings 
● Manage development filing systems — digital and physical — and ensure documents are organized 

and accessible 
● Track fundraising deadlines, stewardship activities, and grant reporting calendars 

 
 
Qualifications:  

       Personal  
● Born-again Christian with a strong personal testimony and evidence of spiritual maturity/growth 
● Full agreement with Legacy’s statement of faith and statement on marriage, gender, and sexuality 
● Passion for discipleship and Christian mission 
● Active involvement in a local church 
● High degree of professionalism, humility, integrity, and confidentiality 
 
Professional 
● Bachelor's degree or higher  
● 3+ years of experience in office administration and/or similar organizational leadership support.  
● Strong critical thinking, problem solving, and system development skills 
● Excellent written and verbal communication skills 

 
 
Compensation:  
 

● Annual salary commensurate with experience and skills 
● 10 days of PTO (also, does not work most breaks during the school year, or the week of July 4) 
● Full time benefits include dental insurance, vision insurance, telehealth medical care services, and 

term life insurance 

 

Legacy is seeking to increase its benefits offerings, with retirement and health insurance planned 
for coming years 

 

 
Application Process: 
 

Interested candidates should submit the following to sblanton@lcsmail.org: 

● Resume 
● Cover letter expressing interest in the position and alignment with the school’s mission 
● Two professional references 
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