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Title: Director of Institutional Advancement (part-time/full-time negotiable)  
Reports to: Executive Director 
Location: Los Angeles, CA 
  
ABOUT LARCHMONT SCHOOLS: 
Larchmont Schools was founded in 2004 by a group of parents with a dream of an inspiring, diverse, progressive 
neighborhood school that would rival the best public and private schools in Los Angeles. Since then, we have 
grown and now serve over 1,400 students K-12, having graduated our first class of seniors in the spring of 2016. 
Larchmont Schools is guided by a constructivist learning theory in the development of an inquiry based, project-
based, integrated curriculum to serve a diverse student body. We foster creativity and academic excellence; our 
students learn with and from each other in an experience-centered, inquiry-based learning environment. With 
participation from our entire community, including strong parental involvement, we strive to instill in each student 
a dedication to improving the world we inhabit. With a student population reaching 40% Free/Reduced Lunch 
eligible and 60% students of color, Larchmont Schools is one of the most diverse and highest achieving public 
schools in the city. Larchmont Schools now seeks to hire an exceptional individual to contribute to building the 
success of our diverse K-12th grade constructivist school.  
 
POSITION SUMMARY: 
The Director of Institutional Advancement will embrace Larchmont’s mission and introduce new ideas, programs 
and initiatives to achieve further excellence, growth and impact in fundraising, communications and leadership 
support. In recent years, the Larchmont Schools development team has worked to carefully cultivate a culture of 
giving and gratitude through community events, conversation and relationship-building, with a focus on children 
and families.  
 
Reporting to the Executive Director and working closely with current Development team, the Director of 
Institutional Advancement will build upon this foundation, building on the fundraising and community 
development strategy for the school using mission-driven strategies for raising funds through individuals, 
foundations, corporations and special events. In partnership with the development staff and Board, the Director of 
Institutional Advancement will develop and implement an annual Fundraising Plan that includes strategies for 
major gifts, foundation and corporate support, alumni support, grant research and writing and growth of existing 
successful programs including annual giving, community events and fundraising galas. 
 
KEY RESPONSIBILITIES: 
 

 Partner with Executive Director and Board to create and implement a comprehensive development plan that 
supports the school’s mission, strategies and fundraising goals.  

 Provide leadership to the development department through planning and analysis, major donor identification 
and cultivation, corporate sponsorship, research and grant writing, coordination of Board efforts, growing 
annual giving, special events and related activities. 

 Develop and execute a major gift program and strategy, including: identifying existing and potential major 
donors, creating individual stewardship and solicitation plans, and managing ongoing relationships. 

 Research and cultivate grant opportunities from foundations sources, while also managing Larchmont’s 
existing grants and relationships with institutional funders.  
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 Create a plan to expand corporate partnerships, developing packages for sponsorship, building relationships 
with corporate partners and coordinating engagement activities related to obtaining corporate support. 

 Work collaboratively with development team on successful existing fundraising programs and special events, 
including annual giving, community fundraising events, annual Gala event and other family engagement 
initiatives. 

 Work collaboratively on donor communications and marketing efforts, including annual reports, newsletters, 
digital assets and other campaign tools, ensuring that all external materials align with and enhance 
Larchmont’s mission and values. 

 Oversee the development of a best practice development infrastructure, including systems, policies and 
procedures to ensure effectiveness and accountability across the department. 

 
MINIMUM QUALIFICATIONS: 
 

 5+ years of Fundraising/Development experience  

 Demonstrated success at securing grants, corporate sponsorships and cultivating major donors  

 Broad knowledge of the principles and practices of major gift fundraising and donor cultivation/stewardship 

 Demonstrated ability to work independently and be self-directed while also able to work collaboratively with 
staff, management and a board of directors 

 Must be highly organized, with demonstrated ability to provide leadership and strategic direction 

 Ability to develop trust and strong collaborative working relationships with parents, donors, Board and staff 

 Excellent oral and written communication skills with proven ability to tell a compelling story. 

 Proficiency in fundraising databases preferred 

 Bachelor’s degree from a four-year college or university 

 Support of the School’s mission & vision; exercise good judgment and moral character;  

 Fingerprint clearance & TB test clearance.  

 
SALARY & BENEFITS 
Salary is commensurate with experience. Larchmont Schools offers a generous benefits package on positions 
working 30+ hours/week, and admissions preference to staff members. Position could be part-time or full-time 
and is negotiable.  
 
TO APPLY:  Please submit a cover letter and resume to lcsjobs@larchmontcharter.org 
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