
 

 
JOB DESCRIPTION 

 
POSITION TITLE:  Vice President for Institutional Advancement 
 
POSITION SUMMARY:  

The vice president will lead the advancement efforts of the University.  This position is responsible for 
the alumni relations program, annual giving program, major and planned giving programs, parent 
relations, corporate and foundation relations program, advancement services, and donor stewardship 
programs. The vice president will foster an atmosphere of support and interest on the part of the 
University’s various constituencies. For more in-depth information, including instructions on how to 
apply, click here to review the Search Prospectus. 
 
POSITION STATUS:  Exempt 
SALARY GRADE:  A21 
 
REPORTING AND SUPERVISORY RELATIONSHIP(S): 

Direct reporting relationship to:   President of the University 

Supervises:     Advancement Services Specialist 
    Executive Assistant 
    Director, Alumni Engagement 

  Director of Constituent Relations 
      Director of Alumni Engagement &Annual Fund 
      Major Gift Officers (2) 
      Senior Director, Advancement 
 
ESSENTIAL FUNCTIONS:  

1. Serves on the President’s Cabinet. 
2. Owns and champions the planning, development and execution of a major comprehensive 

campaign.  
3. Secures the requisite amount of operating support for the University each year (Elmhurst 

Fund). 
4. Develops and implements plans to secure the maximum level of gift support for both operating 

and capital needs. 
5. Initiates and develops creative and aggressive approaches to identify and secure new sources of 

support for the University.  
6. Leads by example with an active schedule of personal visits with both high-level donors and 

emerging prospects while establishing and building long-term relationships. 
7. Sets strategies with key donors and ensures that staff move prospect relationships to the point 

of solicitations. 
8. Motivates and nurtures a high-performing Advancement team. 
9. Implements policies, systems, and activity metrics to support department and institutional 

goals.  
10. Works with the Board of Trustees and President to establish and implement short and long-

range fundraising strategies, including capital campaign-related goals and objectives to secure 
funding for University priorities. 

https://www.gonsergerber.com/wp-content/uploads/Elmhurst-VPsearch_InstAdv2021.pdf


 

11. Builds relationships with campus partners to expand alumni engagement, student recruitment, 
and increase fundraising. 

12. Through assigned staff; develop, nurture, and grow parent relations and giving. 
13. Oversees the development process, including identification, cultivation, solicitation and 

stewardship of donors. 
14. Reinforces best practices in fundraising. 
15. Coordinates and serves as staff adviser to the Advancement and Trusteeship (nominating) 

committees. 
16. Represents the University at many social, service and civic functions. 
17. Develops and manages the overall division budget. 
18. Demonstrates a strong commitment to continuous improvement. 

19. Supports University mission, vision and values. 
 
Performs other duties as assigned.  
 
WORKING CONDITIONS/PHYSICAL REQUIREMENTS: 

Employee is subject to indoor work, protected from weather conditions.  Work is sedentary in nature 
and involves exerting up to 10 lbs. of force occasionally and/or a negligible amount of force 
frequently/constantly in order to lift, carry, push, pull or otherwise move object. 
 
MINIMUM QUALIFICATIONS: 

1. Bachelor’s degree.  
2. Seven to 10 years of progressively responsible higher education advancement or comprehensive 

campaign experience preferred.  
3. Ability to travel and maintain active schedule of personal visits.  
4. Proven track record of consistently meeting and exceeding work objectives. 
5. Demonstrated success as an inspirational team builder and leader. 
6. Experience with a relational database/CRM and leading or working within a robust major gift 

prospect management system.  
7. Proven ability to build internal and external relationships and mobilize volunteers. 
8. Work experience emphasizing collaboration, transparency, consensus building, conflict 

resolution and problem solving. 
9. Excellent oral and written communication skills that are effective across a variety of 

constituencies. 
10. Ability to maintain confidentiality at the highest level. 
 
PREFERRED QUALIFICATIONS: 

1. Master’s degree preferred. 
2.  Five years of related management experience in higher education advancement work.  

 
APPLICATION PROCESS: 
 
Nominations and applications will be accepted until the position is filled. Inquiries, nominations, and 
applications may be directed in confidence to: Gonser Gerber Search, c/o Gonser Gerber LLP, 1776 
Legacy Circle, Suite 100, Naperville, IL 60563, search@gonsergerber.com. To apply, please submit; a 
cover letter, résumé, and four professional references. References will not be contacted until later in the 
search process. Diverse and traditionally underrepresented candidates are encouraged to apply. 

 
Elmhurst University is an equal opportunity employer. The University will continue to administer all 

employment matters without regard to race, color, national origin, age, religion, gender, sexual 
orientation, disability, or Vietnam era or disabled veteran’s status. 
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