
 
 

Salisbury School 
Development Coordinator 

 
The Development Coordinator will provide overall administrative support to the Development 
office, planning, prioritizing, and executing the office’s event, administrative and clerical needs.  This 
includes providing direct support service, scheduling and project support and administrative 
support of all office activities, and assisting in the planning and implementation of events and 
operations, including special projects.  This position reports to the Director of The Salisbury Fund and 
Alumni Relations. 
 
Specific responsibilities include: 
 

 All aspects of administrative support for on and off campus events, including invitations 
(mail and posting to website), rsvp’s, list management, nametags, pre-event preparation 
and post-event clean up. 

 Provide support services for correspondence, scheduling and project work for Alumni and 
Parent Programs. 

 Assist with Salisbury Alumni Association, Sixth Form Gift Committee and Parent Fund 
Outreach. 

 Bulk mailings, including mail merges for letters and envelopes for events. 

 Coordinate on and off campus alumni and parent committee and group meetings. 

 Manage hardcopy records and files; Maintain weekly and yearly schedules and calendars 
for alumni and parent programs. 

 Manage office supply, stationary, and gift inventories for Alumni and Parent Programs. 

 Provide phone coverage when scheduled or required. 

 Assist with occasional weekend activities and events. 

 Maintain files for the Alumni and Parent Programs. 

 Maintain log of mailings, including database search criteria, lists of recipients and copies of 
mailings. 

 Manage the notification process when an alumnus passes away. 

 Manage the Class Note process and preparing these submissions biannually for the 
Salisbury Magazine. 

 Run database searches when needed:  reports of class lists, fund totals, geographic lists, 
constituent groups, etc. for the department principals. 

 Other duties as assigned. 
 
Minimum qualifications: 
 
High school degree required, associate’s or bachelor’s degree preferred plus direct experience in 
either a) a private school development office, b) a non-profit development office, or c) a customer-
service business orientation.  Excellent verbal and written communication skills are required, along 



with a strong knowledge of MS Office, including Word, Outlook, Power Point, Excel, and Raiser’s 
Edge.  This position requires a professional demeanor, the ability to manage multiple tasks and meet 
deadlines consistently.  Since this position constantly interacts with members of the internal and 
external Salisbury community, it requires energy, flexibility, collegiality, and a strong sense of self-
confidence and a sense of humor. 
 
Additional Provisions: 
 
The School’s Personnel Policy is hereby incorporated by reference as if expressly set forth herein. 
 
This job description is not a written or implied contract, and may be revised or amended by the 
School at any time and for any reason. 
 
This job description is not intended to be all-inclusive.  It is understood that the employee will also 
perform other reasonable, related business duties if requested to do so by the immediate supervisor 
or other management personnel. 
 
The School reserves the right to amend, alter, modify, revise, reduce, restrict and/or terminate any or 
all of its Policies and Procedures at any time and for any reason, including, particularly but without 
limitation, those provisions regarding employee benefits. 
 
Employee Signature:______________________________ Date: 
 
Supervisor Signature:_____________________________ Date: 
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