
 

 

 

 

POSITION DESCRIPTION 

Executive Director 

Reports to: Board of Directors 

Mission Statement  

Holy Spirit Academy is a private high school in the Catholic intellectual tradition offering an integrated academic 
program. The school's Christ-centered approach to education fosters an environment grounded in the Truth, which 
prepares students for a life at the service of others. Through the action of the Holy Spirit and with the intercession of 
Archbishop Fulton Sheen, the academy strives to help students realize their God-given purpose, instilling in them 
confidence to enrich the current culture. 

Administrative Model 

The Executive Director and Headmaster lead the administrative team at Holy Spirit Academy.  This model of school 
administration is one of equality with both specific and shared responsibilities.  The Headmaster is responsible for 
internal operations, including the instructional leadership of the school, as well as hiring and supervision of instructional 
personnel, curriculum, student recruitment, student life and culture. 

The Executive Director is responsible for the business aspects of the administration including finances, human resources 
(Exception would be hiring other staff & faculty other than those reporting to the ED), fundraising, and strategic 
planning.  These co-leaders share responsibilities for nurturing and maintaining the mission and traditions of the school, 
and ensuring fidelity to the Magisterium. Both Administrators are hired by and report directly to the Board of Directors. 
They play a joint role in public relations to the community. 

Summary 

The Executive Director embraces the mission of Holy Spirit Academy. The Executive Director must possess strong 
leadership skills that inspire excellence and cooperation from all constituent groups and demonstrate (1) positive 
convictions about Holy Spirit Academy’s unique integrated curriculum and dedication to building a culture of life, (2) 
comprehensive working knowledge of school finance, operations, and budgeting, (3) the ability to promote a strong 
institutional advancement (fundraising) program, and (4) a commitment to continuing and enhancing strategic planning. 
Familiarity with public relations and communications and the supervision of facilities will be valuable assets. 

The Executive Director should possess the minimum of a Bachelor’s Degree in Administration or related field, 
demonstrate a commitment to Catholic secondary education, and preferably be a practicing Roman Catholic. 

 



 

 

 

 

General Summary 

The Board of Directors appoints the Executive Director of Holy Spirit Academy. A collaborative relationship between the 
Executive Director and Headmaster is a requirement. The responsibilities of the Executive Director include: (1) 
advancement and fundraising (50%); (2) daily operations (20%); (3) finances and budgeting (10%); (4) Board of Directors 
activities (5%); (5) Long-range strategic Planning (15%). 

Primary Responsibilities and Duties 

1. Lead institutional development and fundraising activities to meet and exceed fundraising goals. This includes the 
following duties: 

• Collaborate with the Board of Directors to build and then implement the yearly HSA development plan. 

• Lead the Development Committee to develop short term and long term goals and tactics that will support and 
execute on the strategies in the development plan. 

• Secure leadership shared with Business Administrator and resources to help plan, execute, measure, and 
report success of fundraising campaigns and special projects.  The ED is not to chair or co-chair events or 
fundraisers. 

• Collaborate with the Board to create a donor matrix to create long-term sustainability. 

• Develop relationships with businesses and corporations to support long-term sustainability of the Holy Spirit 
Academy mission. 

• Oversee contribution accounting entry and acknowledgement procedures. 

2. Daily operations of the administration of the school including finance, TADS, human resources, public relations. 

3.  Supervise an Executive Assistant to perform business administrative tasks; such as donation entry, manage Donor 
Snap system, Donor acknowledgements, bank deposits, newsletter preparation, Constant Contact email preparation, 
development  and other duties as assigned by the ED. 

4. Supervise Business Administrator in performing administrative tasks related to Fundraisers and Events, Development 
Team, and Development duties as assigned by the ED. 

5. Maintain/establish and implement, in collaboration with the Headmaster, faculty and staff, policies and programs 
designed to integrate the philosophy and mission of the school founders. 

6. Implement policies and directives of the Board of Directors. 

7. Maintain/establish and implement financial procedures that provide information to the Board and stability to Holy 
Spirit Academy. 

 



 
 

 

 

 

Working Relationships 

1. The Executive Director reports directly to the Board of Directors. 

2. The Executive Director maintains a consultative, collaborative relationship with the Headmaster. 

3. The Executive Director maintains a supervisory relationship with selected staff as determined by the Board. Previously 
the Executive Director position has been 25-30 hours/week in conjunction with these part time executive staff. While a 
similar arrangement is currently being sought, the Board of Directors is open to amending the position hours depending 
on the candidates that present themselves.  

 

Education 

Minimum of a Bachelor’s degree in Administration or related field required. 

Experience 

Previous experience in administration; secondary school administrative experience preferred; familiarity with the 
mission of Holy Spirit Academy and the teachings of the Catholic Church; working knowledge of non-profit institutions. 

 

Please send cover letter and resume to: 

tdonnett@holyspiritacademy.org.  
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