
Nativity Preparatory School
66 Spring Street
New Bedford, MA 02740
T: 508.994.3800
www.nativitynb.org

Position
Part-Time Administrative Assistant -- Advancement Office / Front Office / Business Office

Overview, Mission, History, & Vision
Nativity Preparatory School is an independent, tuition-free school for young men in grades 5-8 from the New
Bedford area who qualify for enrollment through the admissions process.  The school seeks to foster the
intellectual, spiritual, moral, social, and athletic growth of its students, and to nurture in a small school
setting the full potential of their whole character. Nativity Prep graduates young men who are academically
prepared for further education, inspired to lead lives with humility, and dedicated to serving others.

All members of the Nativity community strive to help boys of promise become lifelong learners who will
contribute productively to the world they inherit - “Men for Others.”  The School’s faculty and staff work
closely with students’ families and other volunteers, building ties between school and community and
developing the kinds of personal and institutional supports that will ensure the continuing success of Nativity
students in high school, college, the workforce, and life.

Administrative Assistant Responsibilities
Given that school environments evolve, responsibilities may change at the discretion of the Head of School.

★ Advancement & Business Offices
○ Process all gift acknowledgement letters
○ Process mail, including incoming donations; copying donation checks and distributing them to

the appropriate personnel
○ Manage DonorView donor management database effectively, including the recording of new

donations and generating accurate reports when requested
○ Maintain/manage mailing lists and paper mailings/correspondence
○ Assist with planning and running school fundraising and cultivation events, such as the Golf

Tournament, Fall Reception, various luncheons, and Graduation
○ Assist the creation of annual reports, newsletters, and brochures
○ Record new invoices into Quickbooks

★ Front Office
○ Manage communications and meeting preparations among the Board of Trustees, including

emailing agendas, reminders, and documents
○ Update Board handbooks, committee lists, and correspondence to new and retiring Trustees
○ Take and transcribe minutes for full Board meetings, Executive Committee meetings, and

Advancement Committee meetings; review with Chair before distributing and filing a copy
○ Assist the Head of School and other administrators in the front office as needed
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Job Requirements
❖ Strong interpersonal skills
❖ Ability to work both independently and as part of a team
❖ Desire to work in a school environment and interact positively with students and faculty
❖ Proficiency in both Google suite and Microsoft Office suite, and an ability to build

technology/software-related skills quickly
❖ 3 years of administrative experience, or equivalent experience in another work environment
❖ Proficiency and/or experience with donor/client relationship management software/databases

strongly preferred
❖ Proficiency and/or experience with bookkeeping software, such as Quickbooks, strongly preferred
❖ Bilingual (Spanish) speaking, writing, reading, and listening preferred
❖ Experience in Advancement, Development, and/or Business offices preferred
❖ Education: High school diploma/GED equivalent required, associate or bachelor degree preferred
❖ Citizenship, residency, or work visa required

Hours and Pay Range
16-20 hours per week; $18-$20/hour

TO APPLY:
1. Send a cover letter, resume, and a list of 3 references to Garrett Gryska, Director of Advancement, at

ggryska@nativitynb.org.
○ If these items are already available via a hiring service/website, please notify Mrs. Gryska by

email.
○ We will not accept drop-in appointments or phone calls to apply for this position.  Email and/or

hiring services/websites only.
2. Once we receive your materials, we will reach out to you within 5-7 business days, either by email or

phone.

Nativity Prep is an equal opportunity employer. Nativity Prep prohibits discrimination against any applicant or
employee on any legally recognized basis, including, but not limited to: race, color, religion, sex, marital status, age,
national origin, sexual orientation, gender identity or expression, mental or physical disability, veterans status, genetic
information or any other characteristic protected by law (referred to as “protected status”). In order to provide equal
employment and advancement opportunities to all individuals, employment decisions at Nativity Prep will be based on
merit, qualifications, and abilities. This nondiscrimination policy extends to all terms, conditions and privileges of
employment as well as the use of all School facilities, participation in all school-sponsored activities, and all
employment actions such as promotions, compensation, benefits and termination of employment.
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