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University School is seeking an Annual Fund and Alumni Relations Coordinator for the upcoming 2025-2026 year.

The Coordinator will be a vital member of our Annual Fund and Alumni Relations teams whose efforts engage more than 6,000 living alums living all over the world and conduct one of the largest annual giving among independent day schools in the country. 

Responsibilities include:

· Working with the Annual Fund team to plan and successfully execute the Annual Fund each year.
· Assisting in the planning and execution of volunteer recruitment, training, and support for parent and alumni volunteers, ensuring active engagement throughout the Annual Fund cycle.
· Working with the Director of the Annual Fund to plan and manage outreach events and donor recognition events (e.g., the Tower Society Reception and Maroon and Black Reception).
· Assisting with planning, preparation, and execution of Annual Fund appeals and correspondence including solicitations, stewardship, and impact reports.

Click here for a complete job description.

Qualified candidates will have:
· Bachelor’s degree or equivalent preferred.
· Successful fundraising, event planning, and/or related experiences, preferred.
· Strong analytical and computer skills; demonstrated proficiency with Microsoft Office Suite; experience with The Raiser’s Edge or similar fundraising/CRM database system.
· Strong oral and written communication skills.
· Must be able to work weekends and evenings for required events

Qualified and interested candidates should send a cover letter, resume, and reference to recruiting@us.edu.
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