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ORANGE COUNTY HIGH SCHOOL www.cristoreyoc.org

Administrative Specialist - Philanthropy

Cristo Rey Orange County High School is a Catholic learning community that educates young
people of limited economic means to become men and women of faith, purpose, and service.
Through a rigorous college preparatory curriculum, integrated with relevant work study
experience, students graduate ready to succeed in college and in life.

Cristo Rey employs an innovative Corporate Work Study Program that provides students with
real world work experience. In this unique model, every student works to fund a portion of the
cost of his or her education while gaining job experience, growing in self-confidence, and
realizing the relevance of this education. Students work in various corporate and business
settings including law firms, banks, hospitals, universities, and other professional organizations.

We Are:

o Values-Driven: We nurture the whole student-academically, spiritually, and
socioemotionally.

o Committed to Grow Opportunities: We empower our faculty and staff to learn, lead, and
thrive.

¢ Invested in Students and Engaged Families: We partner with families to support every
student’s journey and success.

e A Proven National Model; New to Orange County: Our community is proud to be part of a
movement shaping the future of education.

Want to learn more about us? Visit our website to learn more about the Corporate Work Study Model and
what it is like to Join the Movement | Cristo Rey Network.

The Administrative Specialist shares as the first point of contact for guests, donors, volunteers,
and staff while providing administrative and operational support to the philanthropy team. This
role assists with reception duties as needed. The Administrative Specialist requires a
professional, welcoming presence, strong organizational skills, attention to detail, and the ability
to manage multiple priorities in a mission-driven environment.

The ideal candidate is personable, highly organized, proactive, and able to maintain
confidentiality while supporting donor relations, events, communications, and day-to-day office
operations and is comfortable interfacing with a diverse student and parent community.

Administrative Support
¢ Manage calendars, appointments, and meeting coordination for VP and AVP of
Philanthropy.
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e Collaborate with the Executive Assistant to the President on all administrative duties
related to philanthropy and additional needs from the Office of the President.

Prepare correspondence, reports, presentations, and meeting materials.

Maintain organized digital and physical filing systems.

Assist with data entry, document preparation, and recordkeeping.

Support office projects and administrative workflows with accuracy and timeliness.
Track invoices, expense reports, and purchase requests as assigned.

Expert in Excel, PowerPoint and Microsoft Office Suite, Canva knowledge also a plus.

Phllanthropy Office Support
Assist the Philanthropy team with donor communications, acknowledgments, and
mailings.
e Help maintain donor databases and ensure accurate records.
Support event planning logistics including registrations, RSVPs, sponsorship tracking,
and guest communications.
Coordinate preparation of event materials, nametags, auction items, packets, etc.
Assist with campaign and appeal mailings, including printing and assembly.
Provide support for stewardship efforts and donor engagement initiatives.
Help track sponsorships, donations, event participation, special appeals around
scholarship support and corporate giving.
Answer and direct incoming phone calls and emails.
Maintain reception and common areas to ensure a clean and welcoming environment.
Manage incoming and outgoing mail, deliveries, and office supplies.
Coordinate meeting room scheduling and hospitality needs for guests and staff.
Provide general administrative support to Philanthropy office.

Communication & Hospitality
o Represent the organization with professionalism, discretion, and excellent customer
service.
¢ Build positive relationships with donors, volunteers, parish representatives, and
community members.
¢ Maintain confidentiality regarding donor and organizational information.
e Support a collaborative and mission-focused office culture.

Qualifications
o Familiarity with, or openness to, the teachings and mission of the Catholic Church, along
with a commitment to building a vibrant organizational culture aligned with Cristo Rey’s
mission and Catholic identity.

o 5+ years of administrative, receptionist, or office support experience preferred.
Experience supporting fundraising, nonprofit, church, or development operations is a
plus.

Excellent verbal and written communication skills.

Strong organizational and multitasking abilities.

Excellence in Microsoft Office Suite, Microsoft Teams, and Google Workspace.
Familiarity with donor databases, CRM systems (especially RaisersEdge) or event
platforms preferred.

Ability to prioritize tasks and meet deadlines in a fast-paced environment.
Professional demeanor with strong interpersonal skills.

¢ Ability to work independently and collaboratively as part of a team.
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Key Attributes for Success
o Detail-oriented and dependable.
Warm, welcoming, and service-oriented personality.
Comfortable interacting with donors and executive leadership.
Ability to handle confidential information with discretion.
Flexible and willing to assist with occasional evening or event support.

Physical Requirements
« Lifting and carrying up to 30Ibs. Ability to move, carry, push, or lift materials and
equipment as needed.

Additional Duties

This position operates in a professional office environment and may require occasional
attendance at fundraising events, donor gatherings, or organizational functions outside normal
business hours. This job description is intended to describe the general nature and level of work
being performed. Duties and responsibilities may evolve as the school continues to grow and
operational needs develop. The school reserves the right to modify or assign additional
responsibilities as needed.

e FLSA Status: Full time, Non-exempt

o Shift: 9:00AM-5:00PM

e Reports to: Associate VP of Philanthropy

e Pay rate: $25 - $32 per hour commensurate with experience
o Eligible for medical, dental and vision insurance

e 403(b) retirement plan with employer contribution

e Generous paid time off and holidays

o Eligible employer for Public Service Loan Forgiveness (PSLF)

If you have the requested background and a passion for the mission of this school, send a cover
letter and resume to careers@cristoreyoc.org with “Philanthropy Administrative Specialist” in the
subject line.
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