
BECKMAN HIGH SCHOOL 

Job Description for Fundraising Coordinator 

 

Reports to: Development Director  

Full time, hourly position 

 

Qualifications: 

1. Preferably a practicing Catholic, active in worship and parish life 

2. Bachelor’s Degree or experience in a related field  

3. Demonstrated skills, knowledge, and experience in database management 

4. Proficiency in technology and computer literacy, including software applications 

5. Self-motivated, enthusiastic supporter of Catholic faith and schools 

6. Highly organized with strong oral and written communication skills 

 

Job Summary: 

The Fundraising Coordinator oversees activities which generate significant income for the school and its 

organizations.  This Fundraising Coordinator is responsible for planning, developing, and implementing 

effective third source income generating avenues other than bequests and major gifts in line with the 

overall development strategy developed by the Director of Development.  The Coordinator consults with 

leaders from the Booster Club and Music Parent Association and other school groups to assure school 

fundraising efforts are seamless.  The fundraising coordinator also engages with students to help form 

them in the Catholic faith and encourages students to fulfill his or her academic potential in spirit with the 

mission of Beckman Catholic High School. 

 

The Fundraising Coordinator has primary oversight and management of the Development Office database 

of alumni and donors, making necessary updates and changes.  The Coordinator assists the Development 

Director with alumni and development activities as needed. 

 

1.   Coordinates fundraising activities, including Gala, Cash Raffle, Benchwarmers, NCAA raffles, and 

Promotional Cards.  Consults with leaders of school club fundraisers and oversees the gala and 

fundraising committees. 

 

2.    Assists with Alumni and Development activities as needed, including Homecoming, Deceased Alumni 

Commemoration, Heritage Luncheon, Hall of Fame, and E-newsletter. 

 

3.    Coordinates data processing, marketing materials, mailings, and reports for the Development 

Office.  

 

4.    Offers a written review of fundraising activities to the Board of Education each month and attends 

meetings quarterly. 

 

5.  Assists with student recruitment activities as needed in the role of coordinator of student 

ambassadors.  

 

Physical Requirements 

Regularly required to sit, stand, walk, talk, hear, operate a computer, hand-held learning devices and other 

office equipment, reach with hands and arms, and most occasionally lift and/or move up to 25 pounds. 

 

 

These duties are not all inclusive, other duties may be assigned by the Development Director. 

 


