
Capital Campaign Manager 

Position: 

The Capital Campaign Manager position is a full-time, three to four year position 

responsible for implementing and helping complete a capital campaign to secure 

funding for the construction of a Performing Arts Building. 

Essential Function: 

The Campaign Manager will work closely with the Broken Bow Public Schools 

Foundation Board of Directors to carry out a broad based fundraising plan 

targeting individuals, corporations, foundations, and government agencies to 

support the initiative. 

Responsibilities: 

Organize, communicate and keep strict adherence to fundraising timeline. 

Will work closely with the Broken Bow Public Schools Board of Directors and 

campaign committees to coordinate and maintain campaign events and meetings. 

Recruit, manage and train campaign volunteers. 

Work collaboratively with the Broken Bow Public Schools Foundation Board of 

Directors to cultivate and identify institutional prospects and prepare foundation 

and government grant proposals. 

Manages system for implementing grant decisions, communicating deadlines and 

information necessary to secure particular grants and cultivating relationships 

with funding entities. 

Oversee advertising and marketing for the campaign including TV, radio, social 

media, mailings and press releases. 

Maintain an updated donor list and pledge commitments and establish a 

procedure to acknowledge and thank donors. 

Participate in solicitation events and other duties as assigned. 

 

 



Qualifications: 

The Campaign Manager needs to possess strong leadership and administrative 

skills, evident by possessing most if not all of the following qualifications: 

 High energy, self-direction, stamina and strong work ethic 

 Demonstrated organizational skills, creativity, vision, imagination and 

patience 

 Technical savvy 

 Analytical thinker with strong planning and financial management skills 

 Ability to simultaneously organize and manage a variety of short term and 

long term activities and goals. 

 Excellent written and oral communication skills. 

 Excellent interpersonal skills 

A college degree or equivalent, is deemed necessary to possess the skills and 

talents required for this position as well as five or more years’ experience in grant 

writing, donor solicitation and relations and collaborations with a board of 

directors. 

Other Job Requirements: 

The position will require mostly sedentary and minimal physical activity. Some 

travel will be required, thus a valid driver’s license will be necessary. The Capital 

Campaign Manager must be able to provide his or her own automobile. 

Candidates must be able to work evenings and weekends as needed. 

Salary: 

This is a salaried position and does not extend benefits. Salary will be based on 

experience and will include a percentage of grant funding secured. Reasonable 

travel expenses will be reimbursed. 

 

 


