
 

AUCTION AND PARENT EVENTS DIRECTOR  
URSULINE ACADEMY 

 
Ursuline Academy seeks motivated and enthusiastic Auction and Parent Events Director to work with 
Ursuline’s dedicated volunteers to plan, promote and execute the annual Ultimate Auction, the school’s 
largest fundraising event, as well as serve as the lead planner and liaison to the Ursuline Academy 
Parents’ Association. This person will oversee the logistical coordination of small and large special 
events and campaigns, in most cases from concept to implementation, in an effort to raise funds, 
engage parents and donors, and build community. Events include: Ultimate Auction, Mothers’ Club 
Fashion Show, Father-Daughter Dance, Mother Daughter Senior Mass and Luncheon, Freshmen Parent 
Picnic, Parents’ Association Faculty Luncheons, St. Nick’s distribution, Chip Wheelie Day, Dads’ Club 
Midnight Bowling, and guest speakers, among others.  
 
The Auction and Parent Events Director will be accountable for reaching measurable goals set annually. 
Night and weekend work is required.  
 
ORGANIZATIONAL RELATIONSHIPS  
REPORTS TO:  Director of Development 
 
URSULINE ACADEMY  
Ursuline Academy is an independent, college-preparatory Catholic high school for young women in 
grades 9-12 founded by the Ursuline Sisters of Brown County, Ohio in 1896. In the Catholic tradition of 
an Ursuline education, our mission is to prepare the young woman for college and beyond by nurturing 
her soul, intellect, heart, and imagination. 

DUTIES AND RESPONSIBILITIES  
1. Plan, implement and oversee all actions relating to Ursuline’s annual Ultimate Auction in order 

to hit fundraising goals. 
a. Identify, recruit, and oversee 50-100 parent committee volunteers. 
b. Plan and moderate regular Ultimate Auction volunteer meetings.  
c. Create, manage and be held accountable for Auction revenue and expense budgets. 
d. Solicit and secure corporations and individuals for event sponsorships. 
e. Act as liaison for external vendors such as catering and production. 
f. Work with Greater Giving auction software to pull reports and necessary documents for 

staff and volunteers. 
2. Serve as the staff liaison to Ursuline Academy’s Parents’ Association. 

a. Serve as primary relationship manager for Parents’ Association members. 
b. Moderate regular Parents’ Association Board meetings.  
c. Oversee and ensure financial success of annual Parents’ Association fundraising events: 

Father-Daughter Dance and Mother-Daughter Fashion Show. 
d. Coordinate and manage Parents’ Association speakers, social events, and programs. 
e. Cultivate and strengthen parent relationships with the school and with one another. 
f. Solicit advertisements and oversee production of Student and Parents’ Directory  

3. Other duties as assigned by the Director or Development and/or President for the success of the 
development department and to achieve fundraising goals.  



 

QUALIFICATIONS  

1. Bachelor’s Degree or equivalent experience  
2. Three (3) years previous event, sales or development experience  
3. Demonstrated success in developing and leading volunteers  
4. Sales-oriented and proven ability to seek donations and solicit sponsorships to generate revenue 
5. Managerial and leadership skills 
6. Good oral and written communication skills 
7. Ability to independently prioritize multiple projects and tasks 
8. High attention to detail, high level of organization and deadline driven 

 
The Auction and Parent Events Director is a year-round, fulltime, in-office based role.  

The ability to run and attend evening meetings and events is required. Some weekends necessary.  

TO APPLY 
Email resume and cover letter to ursulineacademy@ursulineacademy.org with the subject line, “Auction 
and Parent Events Director”.  
 
No phone calls, please.  

mailto:ursulineacademy@ursulineacademy.org

