
Buckingham Browne & Nichols School 

Job Description 

 

Title:     Development Officer 

Reporting to:   Director of The BB&N Fund and Director of Development 

Starting Date:    April 2016 

Job Summary: 
As a key member of the Office of External Affairs team, this experienced professional 
will initiate and cultivate relationships with existing and potential major gift donors who 
have the capacity to make significant philanthropic commitments to BB&N.  The 
primary responsibilities will be to ensure the strategic execution, development and 
robust growth of major gifts ($2,500 and above) from all constituencies designated to 
The BB&N Fund and other high priorities of the School. 

Context: 
BB&N, a coeducational day school in Cambridge, MA, was established in 1974 but the 
merger of two independent schools, The Buckingham School and The Browne & Nichols 
School, founded respectively in 1889 and 1883.  Located on three separate campuses, 
BB&N works as one school in pursuit of excellence.  We celebrate diversity of our 
community, which enriches our daily experience.  At BB&N, we foster intellectual 
curiosity, critical thinking, and a deep concern and respect for others. 

Responsibilities: 

• The development officer will play a critical role in helping the OEA team 
strengthen and expand a comprehensive annual fund program by meeting with 
and soliciting donors at the $2,500 level and above. 

• Responsible for a portfolio of approximately 125-150 major gift donors and 
potential donors with a focus on engaging young alumni/ae. 

• Coordinate and manage the cultivation, solicitation, and stewardship of portfolio 
assignments by implementing individual donor strategies. 

• Focus will be on visits with alumni/ae in reunion years and other alumni/ae 
living in the greater Boston area as BB&N continues to grow our reunion program 
and outreach efforts. Will also be assigned current parents, past parents, and 
grandparents as needed to engage donors around other funding initiatives at the 
School. 

• Manage all aspects of fundraising for the 25th reunion campaign program. 
• Coordinate with other staff on gift accounting, gift acknowledgements, and 

accurate record keeping and reporting. 

 



 

Skills and Competencies: 
Bachelor’s degree required and a minimum of four years of experience in the 
development field, with broad understanding of alumni/ae cultivation and engagement 
strategies, preferably at an independent school or in higher education. 

• Demonstrated ability to identify, cultivate, solicit, and steward major gift donors 
and potential donors. 

• Highly organized with leadership skills and capable of earning the respect of, and 
interfacing effectively with members of the Office of External Affairs team, 
faculty, staff, administration and other school volunteers. 

• Proficiency in Microsoft Word and experience with Millennium preferred. 
• Attention to detail and strong interpersonal, writing, communication and 

organizational skills required. 
• Ability to work effectively within a collaborative and hardworking team structure. 
• Ability to work a few weekends (events including Strawberry Night/Reunion 

Weekend) and evenings throughout the year as needed. 

To apply, visit: https://home.eease.adp.com/recruit/?id=15210911 

Buckingham Browne & Nichols School does not discriminate on the basis of race, color, 
religion, creed, age, gender, national origin or ancestry, veteran’s status, sexual 
orientation, or any non-job related physical or mental disability. We welcome 
candidates who will increase our diversity; we encourage candidates of color to apply. 

 

 


