
JOB OPPORTUNITIES 
 

Congregational Relations Officer 
Advancement and Enrollment Management 

 
Posted June 23, 2017 
 
The Congregational Relations Officer is a unique position working in conjunction with both Advancement and 
Enrollment Management with the goal of raising gifts (primarily unrestricted) from congregations, alumni pastors and 
congregants; as well as promoting the University and all of its programs to grow the enrollment pipeline.  The 
incumbent will be a primary contact with alumni pastors and their congregations, as well as with other communities 
of faith. A primary function of this position will be articulating the mission, programs, and culture of Capital University 
and Trinity Seminary to constituent groups for the purposes of engaging congregational support and cultivating 
recruits from among the congregations. 
 
Essential Duties & Responsibilities 

• Effective design and execution of strategic initiatives to develop and grow core base of congregational 
support for fundraising and enrollment purposes at Capital University. 

• Maintain strong relationships with Congregational Partners and assist development staff in engaging 
additional congregations to join Congregational Partners. 

• Be an effective and passionate advocate and recruiter for events such as undergraduate and graduate 
school fairs; regional and national church events, synod assemblies and congregational events; alumni, 
summer camp, and other events as assigned. 

• Explore opportunities for internships/externships for students from congregations and congregants. 
• Tend to relationships with synod staff and committees, campus ministry sites, outdoor ministry sites, parish 

pastors and congregations.  
• Assist with all aspects of the recruitment process, including initiating phone, email and face-to-face contact 

with prospective students and families, and informing applicants of important dates and activities related to 
their application for admission and the financial aid process. 

Qualifications: 
• Bachelor's degree from four-year college or university; or one to two years related experience and/or 

training; or equivalent combination of education and experience. 
• Motor vehicle license is required; travel is required – as much as 50% of this person’s time.  Local and 

national. Also occasional evening and weekend work is required as well.   
• Excellent skills in Microsoft Word, Excel, and Outlook; ability to learn Raiser’s Edge and Microsoft Power 

Point.  
• Ability to work closely and professionally with others as a team; be flexible; pay attention to detail. 
• Ability to work without supervision and demonstrate considerable initiative. 
• Manage multiple priorities under tight deadlines.  

 
Capital University offers a rich benefits package that includes medical, vision, dental, retirement, family education 
benefits, long-term disability, life insurance and free parking. 
 

Please send a cover letter and resume electronically to: 
Caleb Founds 

cfounds@capital.edu 
 

▲▲▲▲▲ 
For more information on Capital University, visit our website at www.capital.edu. 

 
 

Capital University is an equal opportunity employer, and supports a diverse and inclusive campus community. 
Capital University does not discriminate on the basis of race, color, national or ethnic origin, sexual orientation, 

religion, sex, gender, age, disability, veteran status, or other characteristics protected by the law. 
 

 

http://www.capital.edu/

