
Buckingham Browne & Nichols School 

Job Description 

Title:    Senior Development Officer 

Reporting to:   Director of Development 

FLSA:   Exempt 

Job Summary: 

This senior level position will oversee several significant capital giving programs and create and 
implement cultivation, solicitation, and stewardship plans for several of BB&N’s constituencies including 
past parents and senior grandparents. This is a part-time position working  three days a week (24 hours) 
per week. 

Context: 

BB&N, a coeducational day school in Cambridge, MA, was established in 1974 by 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, we work as one School in pursuit of excellence.  
We celebrate the 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. 

Primary Responsibilities Include: 

• Direct all aspects of the Senior Parents’ Gift Program including recruitment of chairs and the 
process of recruiting committee members, produce volunteer materials, organize committee 
meetings, manage solicitation process, and provide timely follow up to volunteers.  Will solicit 
several lead gifts.  Work with Assistant Head of School for External Affairs and committee chairs 
to determine designation of gift.   

• Organize a Senior Parents’ Gift committee meeting in the fall to be held at the home of a 
committee member. 

• As part of Senior Parents’ Gift Program organize senior dinners in September and May that 
include all seniors and their families. 

• Manage a Senior Grandparent fundraising initiative. Recruit senior grandparent chairs to sign 
appeal letter in fall.  Draft appeal and support chairs in process. Initial appeal letter sent in the fall 
of senior year. Consider sending a follow up appeal letter in spring. 

• Direct the Sixth Grade Gift initiative, a capital fundraising project organized each spring.  Recruit 
committee chairs and members, draft appeal letter, manage solicitation process. 

• As part of Sixth Grade Gift initiative, organize sixth grade luncheon which is held directly before 
closing ceremonies at the Lower School in June. 

• Organize an annual past parent cultivation event in Boston and direct appropriate fundraising 
program for this constituency. 

• Develop a targeted effort to continue to engage the four most recent classes of parents of 
alumni/ae. Recruit volunteer past parent chairs from these four classes and work with them to 
send an appeal letter to each of the four classes in the fall encouraging ongoing support of The 
BB&N Fund.  Provide individual follow up as needed. 

• Manage additional leadership gift solicitation assignments throughout the year as time permits. 



• Assist with planning of capital cultivation and recognition events including trustee dinners and 
on-campus events as needed. 

Skills and Competencies: 

Bachelor’s degree required and at least eight years of success in managing leadership volunteers and 
committees, including Trustees.  In addition, the officer will demonstrate the following competencies: 

• Strong leadership gift solicitation experience and ability to manage a successful annual campaign 
initiative from beginning to end  

• Experience supporting high level volunteer committees  
• Ability to recruit a committee, provide timely updates on progress of initiative, organize 

committee meetings, manage solicitation, and acknowledgement process 
• Events management skills required 
• Strong writing skills, computer literacy, knowledge of Microsoft Office, and databases 
• Ability to balance and prioritize multiple tasks within a deadline intensive environment 

 

To apply:  visit https://home.eease.adp.com/recruit/?id=15364041 
 
 
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. 

 
 
	  

	  


