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The School 
 
Castilleja School is one of the nation’s leading independent schools for girls, known for 
academic excellence with robust programs in global education, the arts, STEM fields, 
leadership, and athletics; it is the only non-sectarian, all-girls middle and high school in the San 
Francisco Bay area.  A diverse group of 448 day students in grades six through twelve is served 
by an outstanding and highly dedicated faculty. Guided by its core values (or “the five Cs”) of 
conscience, courtesy, character, courage, and charity, the School gives girls the tools 
necessary to lead and to make positive contributions to their communities in a constantly 
changing world.  
 
 

MISSION STATEMENT 
 

Castilleja School inspires a quest for knowledge and learning that lasts a lifetime. 
 

To prepare our students for the wider world, we infuse our challenging college 
preparatory program with a global curriculum that fosters awareness, 
compassion, and engagement with issues beyond Castilleja. Our comprehensive 
academic program and extensive cocurricular offerings develop in each student 
the self-confidence to reach her full potential. Above all, our faculty and staff 
dedicate themselves to excellence in educating young women and in cultivating 
young leaders. 

 
 
Founded in 1907 by Miss Mary Ishbel Lockey at the suggestion of Dr. David Starr Jordan, the 
first President of Stanford University, Castilleja quickly built a reputation as one of the finest 
private schools on the Pacific coast.  Over one hundred years later, the School is first and 
foremost an educational community with a collective responsibility on the part of the faculty, 
students, staff, administration, parents, and trustees to sustain a framework conducive to 
learning and to foster behavior built on trust, respect, compassion, and appreciation for 
individual differences and ideas. 
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Castilleja’s educational program is designed to engage students and to help them make 
informed choices about their advanced education and future roles in society. Many of the 
School’s pedagogical approaches and course offerings are drawn from research findings that 
focus on the distinctive ways in which girls learn.  The broad and deep curriculum combines a 
tradition of academic excellence with innovation, hands-on local and global experiences, 
interdisciplinary learning, and technology.  Emphasis on both individual achievement and team 
building facilitates the development of self-confidence, interpersonal skills, and compassion 
toward and understanding of others.  Girls’ experiences at Castilleja are enriched by over 40 
student clubs and organizations; robust arts offerings; STEM and STEAM activities, such as 
robotics; and competitive athletics, in which 85 percent of Middle Schoolers and 60 percent of 
Upper Schoolers participate.  
 
Castilleja School is governed by a Board of Trustees comprised of 27 dedicated and talented 
volunteers who are alumnae, current or former parents, and/or local community members.  With 
an operating budget of $20 million and an endowment of approximately $50 million, the School 
is in remarkable financial condition.    
 
 
The Advancement Opportunity  
 
Castilleja is generously supported by current parents, alumnae, and alumnae parents – with 
parent volunteers playing an active role in all of the School’s development activities. In the 
spring of 2008, the School completed its $36.5 million Centennial Endowment and Capital 
Campaign, using this important milestone to fund several important initiatives, such as the 
Global Program, which seeks to engage students academically and experientially with an 
increasingly global society, and a pioneering Fitness and Wellness Curriculum housed in the 
new $14.5 million Joan Z. Lonergan Center.   
 
Over the past approximately five years, Castilleja has succeeded in broadening its donor base 
and establishing a fundraising program that relies not on a handful of major donors but rather on 
a wide array of supporters at various levels of giving.  Three key initiatives provide avenues for 
contributions throughout the year: 
 

Annual Fund – Castilleja’s $1.5 million Annual Fund enjoys 100 percent parent 
participation. Within the Annual Fund, the Alumnae Giving Circle specifically supports the 
ACE (Awareness, Compassion, Engagement) Center, which provides girls hands-on, 
socially significant experiences outside of the classroom through local and global service 
and travel opportunities, internships, and networking with alumnae.  The School also 
benefits from the financial contributions and volunteer efforts of the Castilleja Alumnae 
Parent Association (CAPA).  
 
View360 –  Launched in 2008 during the Centennial Celebration, View360 is Castilleja’s 
annual fundraising event.  The School has moved away from a traditional auction in favor of 
an educational function that brings together diverse groups of speakers for an engaging and 
thought-provoking evening. The speaker program is followed by a festive after-party, in 
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which attendees continue the conversation and celebrate Castilleja together.  Graduated 
ticket prices ensure that the event is accessible to all members of the school community, 
and all proceeds benefit Castilleja’s scholarship fund.  Over the past six years, View360 has 
featured more than 40 speakers and performers and contributed over $2.4 million to tuition 
assistance at Castilleja. Former speakers include Isabel Allende, Tina Brown, Anderson 
Cooper, John Doerr, Cory Booker, David E. Kelley, Robert Klein, John Lasseter, Annie 
Leibovitz, Condoleezza Rice, and Betty White, to name a few.  
 
Innovation Investment Fund – This ongoing major gifts effort was established in 2011 in 
order to keep major donors engaged in between capital campaigns.  The fund capitalizes on 
the ideas and expertise resident in the Castilleja parent and alumnae community by serving 
as an avenue for new program ideas.  The fund supports continuing curricular innovation, 
particularly in areas such as creative design and art, global citizenship, leadership, and 
STEM. 

 
Castilleja’s Board of Trustees adopted a revised strategic plan in 2013, Defining Educational 
Excellence for Girls in the 21st Century, which includes the following key objectives: 
 

 Building an academic and co-curricular program for the 21st century. 
 

 Attracting, retaining, and inspiring excellent faculty and staff. 
 

 Enrolling and empowering a student community that embodies Castilleja’s mission and 
values. 
 

 Developing institutional resources required to reach strategic goals.  
 

The School has been working diligently toward the achievement of these goals and is fortunate 
in its ability to take advantage of the unique opportunities that Silicon Valley and Palo Alto 
provide in order to build upon its national and international reputation as a community of 
thought leaders and educational innovators.  In addition, Castilleja will soon be embarking upon 
a Master Planning process for the further development of its campus to make certain that the 
School’s physical space optimally supports its educational mission and programs.  Upon 
conclusion of the Master Plan, a feasibility study will be conducted in anticipation of a major 
capital campaign.  As part of the upcoming campaign, Castilleja also seeks to continue to 
engage alumnae and to develop a comprehensive planned giving program.  
 
Under the leadership of Ms. Nanci Kauffman, Head of School since 2010, Castilleja looks to the 
future with a sense of confidence and excitement as it prepares to build upon its current 
success and to meet future challenges.  Dr. Kimberly Roberts, who has led the advancement 
effort since 2008, has recently been appointed Head of Garrison Forest School.  In turn, 
Castilleja has launched a national search for a new Director of Advancement who will partner 
with the Head of School and the Board of Trustees to support Castilleja’s fundraising, 
communications, and outreach efforts as part of maintaining the school’s place as a leader in 
defining the best of women’s education.   
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Responsibilities 
 
Reporting to the Head of School, the Director of Advancement leads all of Castilleja’s 
fundraising, communication, marketing, and branding activities.  As part of the school’s holistic 
approach to advancement, this person will be fully integrated into the life of the school and will 
be knowledgeable about Castilleja’s programs, mission, and daily culture.  She or he will 
collaborate with the Head of School, the senior leadership team, and the Board of Trustees in 
the development and execution of major strategic initiatives that impact both the short- and 
long-term direction of the School.  In addition, the Director will provide leadership and guidance 
in the cultivation, stewardship, and strengthening of alumnae and parent relations both as part 
of the advancement program and in order to reinforce ties with the School’s various 
constituencies and the local community. The Director of Advancement is responsible for 
managing seven staff members, including the Assistant Director of Advancement, the Assistant 
Director of Development, the Alumnae Director, the Director of Events, the Database Manager, 
the Web Manager, and the Advancement Associate.  
 
Specific duties will include, but are not limited to, the following: 
 

 Collaborating with the Head of School, the Leadership Team, the Advancement 
Committee, and Board of Trustees in determining the School’s near- and long-range 
goals for donor support.  
 

 Developing strategies and implementing operational plans to attract financial support to 
the School in the areas of Annual Giving, Major Gifts, Capital and Endowment 
Campaigns, Planned Giving, Corporate Giving, and Foundation Grants. 
 

 Leading the upcoming capital campaign by working closely with fundraising consultants 
on the feasibility study, developing and executing a comprehensive campaign plan, and 
playing a central role in all campaign activities, including both soliciting donations directly 
and supporting the Head of School and board members in their interactions with donors.  

 

 Providing staff support for volunteer committees leading advancement projects, and 
coordinating and managing such efforts when necessary.  

 

 Staying knowledgeable about Castilleja’s curriculum and programs and actively 
participating in the life of the School where appropriate and relevant to the priorities of 
the Advancement Department. 

 

 Enhancing Castilleja’s position as a local and national leader in girls’ education 
specifically and innovative programs generally through the development and execution 
of a comprehensive marketing strategy. 
 

 Strengthening connections with alumnae and alumnae parents by developing multiple 
and varied avenues though which graduates can engage with the School on an ongoing 
basis. 
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 Creating and producing print and electronic publications for both internal and external 
communities in order to communicate accurately and consistently the School’s mission, 
activities, community-building endeavors, and advancement initiatives.  

 

 Managing the Advancement Department on a day-to-day basis by guiding and 
mentoring the present staff, recruiting new members to strategic positions, and ensuring 
that information systems and department procedures are efficient and effective.  

 

 Overseeing the processing of all gift income for the purposes of ensuring accurate 
reporting, providing acknowledgements, maintaining donor giving histories, and 
promoting timely stewardship. 

 

 Keeping the Head of School and Advancement Committee abreast of plans for and the 
status of principal advancement initiatives.  

 
 

Candidate Qualities 
 

Leadership 
 

 A long-range thinker who has the vision to anticipate future needs as well as the 
practicality to translate concept into action by developing and implementing plans for 
fundraising, communications, and marketing. 

 

 A leader whose intelligence, intellectual curiosity, and commitment to the mission of 
Castilleja make her or him a role model and engender the confidence and trust of a 
wide range of constituents.  

 

 A collaborative team leader who empowers staff and volunteers, thereby creating in 
them a sense of ownership and dedication to the cause. 

 
Experience 

 

 A proven track record in the field of institutional advancement, preferably with an 
education-related organization, that includes leadership roles in annual and major gift 
programs, multi-million dollar capital and endowment campaigns, communications, 
marketing and branding, and special events. 

 

 Successful experience in and enthusiasm for donor cultivation and major gift 
solicitation. 

 

 Background managing and uniting a diverse group of professionals in common 
purpose by using a collaborative style that creates excitement, an expectation of 
success, and high performance. 
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 A history of recruiting, training, motivating, and working with volunteers in leadership 
roles. 

 
  Skills and Knowledge 
 

 Broad and deep knowledge of fundraising, communications, and marketing, and the 
ways in which these three functional areas must integrate seamlessly in order to 
form a successful, comprehensive advancement effort. 
 

 Excellent written and oral communications skills, including the ability to interact 
successfully both one-on-one and in large group settings. 
 

 Strategic planning skills marked by creative thinking, extensive research and 
analysis, critical reflection, tough-mindedness, and practical execution. 
 

 Natural networking instincts that make one adept at identifying major donors, 
developing meaningful relationships with them, and securing their financial or other 
support for the School.  
 

 Mindful of and sensitive to the mission of Castilleja to educate young women poised 
for leadership, and the ability to align department objectives with the academic and 
programmatic goals of the School. 
 

 Management skills that allow one to oversee, to motivate, and to delegate effectively 
to a large team while nonetheless retaining ultimate responsibility for the activities of 
the department.  
 

 Awareness of current trends in technology and the ways in which new technologies 
can be used to support an advancement effort both administratively and through 
outreach to donors and other internal and external populations.  

 

 An understanding of organizational and cultural dynamics and individual motivations 
that allows one to perceive and to capitalize on the connections between people, 
programs, and advancement goals. 

 

 Recognition of the important relationship between the Advancement Office and the 
Business Office, and the ability to partner effectively with the Chief Financial Officer. 

 
Personal Attributes 
 

 A person of unquestioned honesty and integrity who deals with others openly.  
 

 A “what you see is what you get” individual who projects poise, confidence, and a 
strong sense of self.  
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 An entrepreneurial leader who is open to and excited by new ideas and comfortable 
in a dynamic organization that is in a state of continual evolution.  

 

 A person who is excited by the intellectual, innovative, and service-oriented elements 
of the Castilleja community and who embraces the opportunity to be active in the 
daily life of the School. 

 

 An intuitive, perceptive listener who is able to read both people and situations well. 
 

 A self-directed, goal-oriented, and well-organized manager who is nevertheless 
flexible, resilient, nimble, and able to move gracefully in response to unexpected 
changes and challenges. 

 
 

Other Considerations 
 

Compensation Highly competitive with comparable schools and 
commensurate with capability, experience, and prevailing 
market trends. 

 
Location Located in a residential section of Palo Alto, California, 35 

miles south of San Francisco and 15 miles north of San 
Jose. 

   
 Travel    Light to moderate.  
  

Education Bachelor’s degree required; Master’s or other advanced 
degree(s) a plus. 

 
 Website www.castilleja.org 
 
 
 
 

For more information, contact: 
 

Jessica D. Cockrell 
Dianne V. Puls 
214-871-8700 

cockrell@brighamhill.com  
www.brighamhill.com 

http://www.castilleja.org/
mailto:cockrell@brighamhill.com
http://www.brighamhill.com/

