
Position Title: Executive Director, Gahanna-Jefferson Education Foundation   

(Full-Time - 215 days) 

 

Reports To: GJEF Executive Board  

 

SUMMARY:  The Executive Director is the key leader of the Gahanna-Jefferson Education 

Foundation and is responsible for overseeing the administration, programs, and strategic plans 

of the organization. The Executive Director will serve as the primary spokesperson, advancing 

the mission and vision of the organization, fostering relationships with stakeholders, and ensuring 

fiscal and operational integrity. The role involves strategic planning, fundraising, public relations, 

and overall management of operations and programs. 

 

Key Responsibilities 

1. Leadership Management 

 Strategic Vision: Develop and implement the strategic plan in collaboration with the 

Board of Directors to ensure alignment with the organization’s mission, vision, and goals. 

 Program Oversight: Oversee the design, marketing, promotion, delivery, and quality of 

programs, ensuring they address community needs effectively. 

• Grants 

o Create and manage on-line grant application process 

o Conduct Grants Committee meetings, present grants to GJEF Board and 

disburse funding 

o Grant follow up system 

• Donor designated funds 

o Secure funding and maintain records for all funds. 

o Communicate with donors and staff members to match up interests and 

funding 

• Scholarships 

o Assist in the selection of scholarship applicants 

o Disburse scholarship funds as needed 

o Maintain and update database of scholarship recipients 

  

 Organizational Management: Direct the operational and administrative activities of the 

organization, including budgeting, reporting, and overall day-to-day management. 

  

 Board Governance: Partner with the Board of Directors to fulfill the organization’s 

mission, provide necessary information to support effective Board decision-making, and 

facilitate Board development and engagement. 

 



2. Financial Performance Viability 

 Budgeting / Fiscal Responsibility: Maintain robust budgeting and accounting processes, 

monitor spending and revenue to meet financial targets.  Maintain and manage donor 

databases. 

 Fundraising Resource Development: Develop and execute a comprehensive fundraising 

strategy, including grants, corporate sponsorships, and individual donations.  Work with 

school administrators and staff to identify targeted projects for donors. 

  

 Coordinate and implement special event fundraisers and friend-raisers 

• Gahanna Gala & Fall event 

o Recruit and manage planning committee 

o Plan event and develop marketing strategy 

o Mobile bidding software set up, track sales, payment of tickets and 

auction items 

o Manage operations of the event 

o Solicit businesses and individuals for sponsorships and auction item 

donations 

• Blue Gold Legacy Society 

o Maintain and update database of retired GJPS staff members 

o Organize annual fundraising campaign and social event for retired staff 

• Gahanna Lincoln High School Alumni Association 

o Assist in the maintenance GLHS Alumni database 

o Facilitate the fundraising and expenditures for GLHSAA 

o Provide support for class reunions 

 

Relationships: Cultivate relationships with donors, foundations, and other funding 

sources to ensure a diverse revenue stream. 

3. GJEF Operations 

Marketing and PR plan: Build and run multi-platform marketing plans to promote the 

foundation's mission, student initiatives, and teacher grants. 

Donor Engagement: Create compelling stories, impact reports, and appeal materials to 

support fundraising and donor stewardship. 

Digital & Print Media: Manage websites, email newsletters, advertising, and active social 

media channels. 

Financial Administration:  Provide copies of invoices/credit card receipts for payment to 

the Treasurer on a timely basis.  Deposit funds received for fundraisers/donations on a 

timely basis to the Heartland Bank account. Provide copies of deposit slips to the 

Treasurer. 

 



4. Community Relations Advocacy 

 Public Relations: Act as the primary spokesperson for the organization, enhancing the 

public image and reputation through media, public speaking engagements, and 

community events. Advocate for the mission, interests, and programs of the 

organization, raising awareness and support within the community. 

Liaison to GJPS College and Career Pathways : Collaborate with the GJPS Community 

Relations Coordinator to coordinate community outreach efforts, cultivate and share 

business partner relationships, and support career awareness opportunities for students. 

 Stakeholder Engagement: Build and maintain relationships with key stakeholders, 

including teachers, parents, students, community leaders, alumni, government officials, 

donors, and partners, to support and strengthen the organization’s impact. 

 

EDUCATION and/or EXPERIENCE 

● Experience in fundraising and in a leadership role 

● Proficiency in Google Workspace, Microsoft Office (particularly Excel), database 

management software 

 

SKILLS and QUALIFICATIONS 

● Ability to work independently and manage volunteers 

● Ability to develop and build strong relationships with major donors, community/business 

leaders, parents, students, and faculty 

● Excellent written and verbal communication skills 

● Excellent organizational, planning and implementation skills. 

● Goal driven, accountable and reliable 

● Graphics software and social media marketing experience is a plus 

 

POSITION DETAILS 

• 215- day contract/year 

• Salary Range $50,000-65,000/year 

• School Employees Retirement System (SERS) and Health Insurance eligible 

• Send inquiries or letters of interest and resume to Michael Fritz 

(wfritz@deloitteretired.com) by 15 September 2026  

mailto:wfritz@deloitteretired.com

