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EXECUTIVE DIRECTOR
JOB POSTING
	Job Title
	Executive Director

	Salary
	$55,000-$65,000 annually, commensurate with experience

	Classification
	Full-time, exempt, salaried

	Reports To
	Sedalia School District Foundation Board of Directors

	Location
	Sedalia, Missouri; regular in-person community presence required

	Schedule
	Primarily weekday business hours, with occasional early mornings, evenings, and weekends

	Benefits
	Paid holidays and paid time off; health insurance benefits are not offered

	Application Review
	Applications reviewed as received; position open until filled

	Apply
	Email a cover letter, resume, and three professional references to sedalia200.foundation@gmail.com


ABOUT THE SEDALIA SCHOOL DISTRICT FOUNDATION
Founded in 1995, the Sedalia School District Foundation is an independent 501(c)(3) nonprofit governed by a volunteer Board of Directors. The Foundation connects community generosity with meaningful opportunities for Sedalia School District #200 students, educators, staff, and alumni. Today, the Foundation manages more than 44 scholarship funds, awards more than $80,000 annually to graduating seniors, supports innovative classroom projects and student needs, and stewards endowed funds exceeding $2 million.
Our mission is to provide financial resources that stimulate learning opportunities for students, teachers, staff, and members of the community, including scholarships, teaching aids, and facilities. The Executive Director will join the Foundation at an important moment: building on a strong legacy while creating the relationships, systems, revenue, and visibility needed for the organization’s next chapter.
POSITION SUMMARY
The Executive Director is the Foundation’s chief staff leader, principal fundraiser, and primary community representative. Reporting to the Board of Directors, this individual will provide strategic and operational leadership across resource development, donor stewardship, financial administration, scholarship and grant programs, alumni engagement, communications, events, and organizational systems.	Comment by Megan Hartman: Does this make it sound like this person will have a staff? 
This is a hands-on leadership role for a relationship builder who can move comfortably between vision and execution. The successful candidate will preserve the dependable administrative work that keeps the Foundation running while also expanding fundraising capacity, strengthening community partnerships, identifying new opportunities, and helping the Board measure progress against clear goals.
ESSENTIAL DUTIES & RESPONSIBILITIES
Strategic Leadership & Board Partnership: Partner with the Board to refine and execute short- and long-term priorities; translate goals into annual operating plans, timelines, budgets, and measurable outcomes; prepare Board and committee materials; attend and help organize Foundation board meetings; represent the Foundation at Sedalia 200 School District Board meeting; and provide timely, candid reporting and recommendations.
Resource Development & Donor Relations: Build and manage a sustainable fundraising program that includes individual, corporate, alumni, employee, planned-giving, sponsorship, grant, and special-event opportunities. Identify, cultivate, solicit, acknowledge, and steward donors; maintain an active prospect pipeline; and develop consistent donor recognition and reporting practices.
Programs, Scholarships & Educational Opportunities: Oversee the Foundation’s scholarship, dual-credit, Mini Grant, Student Impact Fund, and related educational programs. Coordinate applications, committee review, awards, donor communications, student recognition, disbursement support, recordkeeping, and program evaluation while protecting confidentiality and honoring donor intent.
Events & Community Engagement: Lead the planning, marketing, sponsorship development, execution, and evaluation of the annual golf tournament, alumni and homecoming activities, scholarship recognition events, payroll contribution campaign, Major Saver initiatives, and other Foundation programs. Work with the Board and district partners to develop at least one additional high-impact community or fundraising initiative. Maintain consistent visibility within the community to help increase awareness for the Foundation mission and vision. 
Marketing, Communications & Alumni Relations: Serve as the visible voice of the Foundation and strengthen its brand across the community. Direct the CONNECTIONS newsletter, website, email, social media, press releases, donor stories, alumni communications, reunion support, Distinguished Alumni activities, and public presentations. Ensure communications are accurate, timely, engaging, and aligned with the Foundation’s mission.
Financial & Administrative Operations: Work closely with the Treasurer and Board to develop and monitor the annual budget, track revenue and expenses, prepare deposits and financial documentation, issue acknowledgments and receipts, maintain required records, support audits and tax filings, manage vendors and payment platforms, and uphold strong internal controls and nonprofit compliance practices.
Data, Technology & Organizational Effectiveness: Evaluate and improve the Foundation’s donor, alumni, scholarship, and program data systems. Implement practical tools and documented workflows that improve accuracy, efficiency, institutional knowledge, contact management, reporting, and Board oversight. Maintain an organized annual calendar, electronic files, policies, forms, and operating procedures.
FIRST-YEAR PRIORITIES
Working with the Board, the Executive Director will be expected to establish a strong operational foundation and visible momentum during the first 12 months. Initial priorities include:
•  Complete a thoughtful transition of existing administrative responsibilities, document critical processes, and create a master annual operating calendar.
•  Assess current donors, alumni records, fundraising history, and revenue streams; establish reliable baselines and present a Board-approved 12-month development plan.
•  Recommend and begin implementing a modern donor relationship management system, including prospect activity, stewardship history, gift tracking, reporting, and appropriate access controls.
•  Build a disciplined donor engagement program, including personal outreach to key supporters, consistent acknowledgment, scholarship donor communication, corporate sponsorship development, and planned-giving promotion.
•  Strengthen the financial performance and community reach of existing initiatives such as the golf tournament, Major Saver, payroll contributions, alumni membership, newsletters, and digital giving.
•  Research, design, and present a plan for a new signature event or initiative that celebrates Sedalia educators and students, increases community visibility, and creates a sustainable source of support.
•  Create a concise dashboard of key performance indicators covering fundraising, donor activity, programs, communications, operations, and financial health, and report progress regularly to the Board.
•  Develop trusted working relationships with Foundation Board members, Sedalia School District leadership and staff, students and families, alumni, donors, businesses, civic organizations, and community partners.
CORE COMPETENCIES & QUALIFICATIONS
The ideal candidate will bring a practical combination of nonprofit leadership, fundraising ability, operational discipline, and community credibility. Desired qualifications include:
•  Three or more years of progressively responsible experience in nonprofit leadership, fundraising/development, education, community relations, communications, business administration, or a related field. Executive director experience is preferred but not required.
•  Demonstrated success building relationships and generating financial support from individuals, businesses, sponsors, foundations, or grant sources.
•  Experience working with a volunteer Board of Directors and committees, with the judgment to lead, advise, listen, build consensus, and follow through.
•  Strong financial and business acumen, including budget management, basic accounting practices, internal controls, project planning, and performance reporting.
•  Exceptional written, verbal, presentation, and interpersonal communication skills; able to represent the Foundation with professionalism, warmth, discretion, and credibility.
•  Highly organized, self-directed, and comfortable managing multiple deadlines, seasonal programs, detailed records, and diverse stakeholders in a small-office environment.
•  Proficiency with Microsoft 365 and Google Workspace. Experience with donor databases/CRMs, spreadsheets, Canva, email marketing, website content management, Adobe Acrobat, and online payment platforms is strongly preferred.
•  Bachelor’s degree preferred; an equivalent combination of education, relevant experience, and demonstrated results will be considered.
•  Knowledge of Sedalia and the surrounding community, or the ability to quickly build a strong local network, is highly desirable.
LEADERSHIP ATTRIBUTES
Mission-driven: Keeps students, educators, donors, and the long-term health of the Foundation at the center of decisions.
Builder’s mindset: Sees opportunity, creates structure, improves systems, and is willing to move from idea to execution.
Relationship-centered: Enjoys meeting people, earning trust, making thoughtful asks, and maintaining long-term connections.
Accountable and transparent: Sets priorities, tracks commitments, communicates progress, and handles financial and confidential information responsibly.
Adaptable and hands-on: Can lead strategically while also completing the practical details required in a small nonprofit organization.
WORKING ENVIRONMENT & PHYSICAL REQUIREMENTS
The Executive Director will generally work a full-time weekday schedule from the Foundation’s Sedalia office and throughout the community. Flexibility is required for Board and committee meetings, school activities, donor visits, events, and occasional early-morning, evening, or weekend responsibilities. Local travel is expected; a valid driver’s license and reliable transportation are required.
The position routinely requires sitting, standing, walking, speaking, listening, reading, writing, computer use, and event setup. The employee must be able to move and lift materials weighing up to approximately 30 pounds, with reasonable accommodations available for qualified individuals.
COMPENSATION, REVIEW & APPLICATION PROCESS
The salary range is $55,000-$65,000 annually, based on experience and qualifications. The Foundation intends to provide paid holidays and paid time off. Health insurance benefits are not offered. Performance will be reviewed during the introductory period and annually against agreed-upon responsibilities, goals, and organizational outcomes. Final employment terms are subject to approval by the Board of Directors.
To apply, email a cover letter describing your interest and relevant experience, a current resume, and three professional references to schfound@sedaliasdf.org. Please use the subject line “Executive Director Application - [Your Name].” Applications will be reviewed as received, and the position will remain open until filled.
	The Sedalia School District Foundation is an equal opportunity employer and welcomes qualified applicants who share our commitment to educational opportunity, community partnership, and responsible stewardship.
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Keeping Education A Priority




