
 

 

Assistant Director of Stewardship 

Lyon College seeks a dynamic individual to serve as the Assistant Director of Stewardship. As 

part of the Advancement component, the Assistant Director is responsible for designing, 

implementing, managing, and evaluating a comprehensive, institutional-wide donor relations 

and stewardship program that consistently promotes interaction with and recognition of 

donors at all levels. Additionally, he or she will maintain mutually positive relationships 

between the college and its donors, and partner with Advancement staff and other college 

stakeholders to build ongoing and active donor relations.  

Essential job functions: 

• Help cultivate a culture of generosity on campus.  

• Develops, implements, and leads a successful and integrated donor relations program 

that strategically targets all levels of giving.  

• Ensures donors are acknowledged and recognized in a timely, systematic fashion.  

• Collaborates with Gift Officers to provide cultivation and stewardship assistance with 

individual donors and prospects.  

• Oversees and directs the development and implementation of strategic communications 

through a variety of platforms, including, but not limited to: IRS Ta Forms, social media, 

email, letters, phone calls, Annual Impact Reports, year-end reminders, endowment 

reports, gift acknowledgements, web pages, invitations, campaign materials, and press 

releases.  

• Manages the assignment of endowed and named scholarships, and connecting student 

recipients to their scholarship donors.  

• Creates innovative programs and projects to thank and steward donors; ensures the 

external reporting to donors on endowments. 

• Manages and coordinates campaign related events and celebrations for donors. 

• Tracks donor relations and stewardship activities established databases to enhance 

relationships and increase the likelihood of continued contributions.  

• Responsible for all gift acknowledgements, including receipts, year-end contribution 

statements, thank you letters, pledge statements and endowment reports.  

• Works closely with Advancement staff to report to donors on the use of their gifts, to 

arrange meetings between donors and beneficiaries, and to help celebrate gifts.  

 



 

Successful candidates will have these qualifications: 

• Understanding of and commitment to liberal arts and the mission of the College 

• Bachelor’s degree. 

• Strong written and oral communication skills 

• Relationship builder, networker and partnership oriented 

• Exemplary leadership, teamwork, interpersonal and organizational skills 

• Available to travel if needed 

 

Lyon College is located in Batesville, Arkansas, a safe and historic town of 10,000 that serves as 

commercial, medical, social, and governmental hub for an eight-county area and named by USA 

Today as the best city to live in in Arkansas.  The College currently enrolls almost 

700 undergraduate students from 24 states and 15 foreign countries. Entering freshmen have 

an average high school GPA of 3.5 and an average ACT composite of 24 and SAT score of 

1117.  Interested candidates should send a cover letter, resume, and the names, addresses, and 

phone numbers of three references to Mr. Donald R. Taylor, Director of Human Resources, 

2300 Highland Road, Batesville, AR 72501 or electronically to jobs@lyon.edu with 

“Stewardship” in the subject line. Review of applications will begin immediately and continue 

until the position is filled. To learn more about Lyon College go to www.lyon.edu.  

Lyon College does not discriminate with respect to the hiring of applicants or with respect to 

the terms, conditions, or privileges of employment because of race, color, religion, gender, age, 

disability, sexual orientation, or national origin. It is the continuing policy of Lyon College to 

comply with any applicable state and federal law regarding equal employment opportunities. 

 


