MONTCLAIR KIMBERLEY ACADEMY

Development Coordinator

Position Summary:

Montclair Kimberley Academy (MKA), an innovative, Jr-K—12, independent day school in northern New
Jersey with a strong national reputation, seeks a Development Coordinator in the Development Department.
This is a full-time position beginning late-summer / fall 2026.

The Coordinator is a key member of the Development Department, reporting to the Director of
Advancement Services to bolster organizational efficacy through the management of the Department’s
administrative needs. This role is primarily focused on maintaining the momentum of our fundraising efforts

and providing administrative support and donor services.

Reports to: Director of Advancement Services
Responsibilities and Qualifications:

® General Office Coordination: Support the overall function and operations of the Development &
Constituent Engagement department through key administrative projects.

e Gift Processing & Maintenance: Timely data entry, gift processing, and development of
acknowledgment letters, tax receipts, and stewardship communications in accordance with IRS
regulations. Support the Director of Advancement Services in maintaining the donor database
(Raiser’s Edge), ensuring accuracy, consistency, and security. Complete cross-system constituent
updates by managing ongoing record hygiene.

® Donor Communications & Stewardship: With guidance from the Director of Advancement
Services, support a seamless donor experience through effective communication, recognition, and
impact reporting, Support the Director of Development and departmental staff to develop and
maintain donor stewardship and cultivation plans, tracking touchpoints and engagement.

® Prospect Research: Support donor cultivation activities and major gift prospecting efforts.
Event Support: Support events and constituent engagement with registration process, nametags,
day-of event support, and event reporting needs.

® Assume other duties as assigned.

Qualifications:

Direct experience with donor databases (Raiser’s Edge NXT preferred).

Proficient in Microsoft Office, database systems, and Google Workspace environment.
Preferred experience with Constant Contact, GiveCampus, ResearchPoint, and LiveAlumni.
Possess outstanding interpersonal, communication, and organizational skills.

Exhibit a positive, collaborative "can-do" attitude and a commitment to accuracy.

Demonstrate the ability to work independently to meet deadlines.
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e Show a willingness to work as a collaborative member of the Development team.
e Comfortable with digital transformation and new fundraising technologies.

Applications:

MKA is committed to promoting an inclusive and representative education that honors students’ narratives,
provides a safe environment to explore and discuss multiple perspectives, and helps transform students and
faculty, school culture and curriculum, community, and society. We actively seck candidates who share our
commitment to this process.

Please email a letter of interest and resume to: Jessica Zelenak at jzelenak@mka.org.

The salary range for this position is $50,000-$80,000. Final compensation will be determined based on
expetience.

About MKA:

Montclair Kimberley Academy is an independent, coeducational day school with a strong national reputation
serving students from Pre-K through Grade 12 on three campuses in Montclair, NJ. MKA's challenging,
engaging, and innovative academic program provides a vibrant and transformative education for students. As
guided by its Strategic Plan, MKA is committed to promoting multicultural education grounded in equity,
anti-bias education, and social justice. Multicultural education is a process of inquiry, reflection, and
engagement that honors students’ narratives, provides a safe environment to explore and discuss multiple
perspectives, and helps transform students and faculty, school culture and curriculum, community, and

society. We actively seek candidates who share our commitment to this process.

It is MKA's policy to provide equal enmployment opportunity to all qualified persons regardless of age, race, creed, color, national
origin, ancestry, sex, gender identity, sexual orientation, socioeconomic background, or disability not related to the requirements
Jor being a successfil employee at MKA. We especially welcome applications from all individnals with the ability to contribute fo
MEKAS continuing commitment to social and cultural diversity, inclusiveness, and the transformative power of onr differences.
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