
 

 

Position: Director of Special Events 
Department: Advancement 
Reports to: Vice President for Institutional Advancement 
 
Updated May 2022 
 
 
Summary 
Boston College High School seeks a creative, energetic, and experienced professional to join a team 
where trust, authenticity, innovation, and collaboration are valued and nurtured. 
 
The Director of Special Events will play a key role in BC High’s historic comprehensive campaign by 
creating a highly effective events program to engage the school’s extraordinarily passionate and 
committed community of alumni, students, families, faculty, staff, and friends.  
 
Reporting to the Vice President of Institutional Advancement (VPIA), the Director of Special Events will 
have primary responsibility for optimizing constituent experience and driving revenue through a wide 
range of events and engagement activities. Working closely with the VPIA, the Advancement team, and 
school senior leadership, the Director of Special Events will establish the strategic and creative direction 
for the program, orchestrating a robust annual slate of events including established events and newly 
envisioned campaign cultivation and stewardship events.  
 
Key measures for success include engaging new major gift prospects, increasing event net revenue, and 
increasing donor retention by deepening relationships with members of the community. 
 
 
Primary Responsibilities: 

● Model Advancement team values of collaboration, teamwork, professionalism. 
● Work in partnership with colleagues on the Advancement team and other members of the BC 

High community to create and implement best in-class events for target audiences that support 
Advancement and campaign objectives.  

● Develop and implement a highly engaging events calendar for the BC High community that 
includes donors, alumni, families, friends, faculty, and staff.  

● Collaborate with Advancement and External Affairs teams to create and implement event 
communications plans to include, but not limited to, conceptual design, content for collateral and 
promotional materials, and social and digital media strategies.  

● Create event briefings for school executive leadership, including President and Cabinet, and 
other key stakeholders. Regularly communicate progress and lead briefing and debriefing 
meetings to ensure that leaders are properly prepared for all events. 

● Create goals, establish metrics, and analyze results of each event or engagement activity to 
determine effectiveness and return on investment in supporting Advancement strategies. 

● Build highly productive working relationships and meet regularly with stakeholders across multiple 
departments of the school, including Facilities, Administration, Catering, and other key faculty and 
staff. 

● In collaboration with VPIA and Finance office, develop and manage annual and event-specific 
budgets, ensuring that written agreements for contracted services are fulfilled within the 
predetermined scope of work on-time and within budget. 

● Mobilize colleagues and manage volunteers around events preparation, production, and 
management of timelines, budgets, logistics, and metrics.  

● Design and implement reports, constituent surveys, and/or utilize other digital tools, using direct 
feedback or other data points to refine and improve event offerings, messaging, and 
communications. 

● Other duties as assigned by the VPIA.  
 
 

 



 

 

Qualifications and Characteristics: 
● Bachelor’s degree and 5-7 years of demonstrated success leading events and constituent 

engagement programs.  
● Proven ability in building strong working relationships with internal and external partners, i.e., 

vendors, sponsors, colleagues, and volunteers, motivating them to ensure excellent experiences 
for event attendees. Ability to work successfully within a matrixed organizational structure with 
multiple stakeholders. Volunteer committee management experience is preferred. 

● Outstanding interpersonal, communication, and writing skills. Clear understanding of the 
importance of brand identity and experience tying brand to events. 

● Exceptional project management skills are required. Proven ability to take ownership of projects 
and manage from beginning to end, with keen attention to detail, timeliness, budgets, revenue 
projections and results. 

● Experience in growing fundraising events to increase net revenue and engage new corporate 
sponsorships is preferred.  

● Understanding of fundraising best practices with special attention to donor events, acquisition, 
stewardship, and retention. 

● Ability to develop systems and procedures with a strong emphasis on process improvement, 
while also exhibiting creative thinking.  

● Proficiency with modern office technologies required, including Microsoft Office, Teams, Outlook, 
and database software. Experience with Raiser’s Edge suite of software tools is preferred. 

● Desire to work with a high achieving team that places emphasis on team values, trust, initiative, 
authenticity, mutual support, and a sense of humor. 

● Travel and weekend/evening work is required; other duties as assigned. 
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