
 

BROOKS SCHOOL POSITION DESCRIPTION 
  
Position Title:     Administrative Assistant / Advancement Office 

Classification:                            Non-Exempt/Staff 

Position Type:                            Part Time 

Expected hours of work:            Monday through Friday - 30 hours / Week 

Benefits Eligible:                        Yes 

Reports To:                                Director of Institutional Advancement 

Posting Date:                                      September 2021 

 

SUMMARY: 
 
Brooks School (“the School”) is searching for an experienced, detail-oriented Administrative 
Assistant to provide overall administrative and operational support to the advancement office. 

ESSENTIAL FUNCTIONS AND KEY OBJECTIVES: 
 

 Generate and maintain reports, including event exports for name tags and event rosters, 

alumni and parent giving, reunion giving, weekly giving, year-end giving, data tracking, 

class contact lists, class screening lists, and special reports, as needed. A familiarity with 

report writing in Raiser's Edge (“RE”) (or a comparable relational database) is a plus. 

 Assist in facilitating and fulfilling annual giving mail appeal, execute class and reunion 

correspondence including letters, emails, class chair newsletter, meeting invitations, and 

obituaries and death notices within the community. 

 Oversee the office budgets, reconciling expenses and revenues on a monthly basis. 

 Maintain department supplies, inventory, and equipment. 

 Work with the advancement services team to maintain the integrity of RE records 



 

 

 Coordinate and participate in the orientation of new advancement employees. 

 Take initiative on requests and inquiries of an administrative nature. 

 Assure discreet and confidential handling of all advancement office business. 

 Assist at school events, including Family Weekend and Alumni Weekend. 

 Complete all other related tasks as assigned. 

 

COMPETENCIES:  

● Well organized with strong attention to detail and accuracy 

● Enjoys the administrative challenges of supporting a small office of diverse people and 
programs 

● Demonstrated ability to perform clerical functions, such as preparing correspondence and 
mailings 

● Exceptional written and verbal communication skills 

● Ability to and interest in assisting with event preparation for on and off campus events 

● Ability to interact with staff at all levels in a fast-paced environment, sometimes under 
pressure, while remaining flexible, proactive, resourceful and efficient with a high level 
of professionalism and confidentiality 

● Ability to work independently with strong decision-making ability 

● Strong organizational skills, ability to establish and manage multiple priorities, and 
ability to work under pressure while maintaining the highest professional standards 

● Flexibility and willingness to work outside of normal hours on occasion 

 

EDUCATION AND BACKGROUND: 

● Associate’s degree required 

● Exceptional skills in working with others. 

● Highly organized, detail-oriented, with excellent follow-through 

● Outstanding oral, written, technology and telephone skills 

● Non-profit experience a plus 

● A strong command of Word, Excel, Google Suite, Raiser’s Edge  

 

 



WORK ENVIRONMENT: The work environment characteristics described here are 

representative of those an employee encounters while performing the essential functions of this 

job. Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. Duties are normally performed in an indoor environment. The noise level 

in the work environment is usually moderate. 

  

PHYSICAL DEMANDS: 

● Must be able to travel across campus as needed 

● Must be able to sit for long periods at a desk working on the computer 

  

TRAVEL: This role requires less than 5% of travel. 

  

EEO STATEMENT: Brooks School does not discriminate on the basis disability, race, gender, 

religion, sexual orientation, color or national and ethnic origin in the administration of its 

educational and admission policies, employment policies, financial aid and loan programs, 

athletic programs and other school administered programs and activities. 

 

COVID-19 VACCINATION POLICY: Brooks School is a COVID-19 vaccinated community. 

Unvaccinated visitors to campus are asked to refrain from entering any school buildings unless 

the school has granted an exemption. In all cases, unvaccinated people who have been granted an 

exemption must wear a mask over the nose and mouth at all times when in a school building. 

 


