
Coordinator of the Bay View Fund

St. Mary Academy - Bay View, a Pre-K through Grade 12 all-girls, Catholic college-preparatory
school in Riverside, RI, is seeking energetic, dynamic, and collaborative applicants for the
Coordinator of the Bay View Fund. This is a full-time, in-person, 12-month position that reports to
the Director of Institutional Advancement.

The Coordinator of the Bay View Fund is an integral member of the Advancement Team, focusing
on marketing the annual fund, personal solicitation, and volunteer management. As a relationship
builder, the Coordinator of the Bay View Fund is a front-facing advocate for our alumnae, students,
and parents. The Coordinator will solicit alumnae, students, and parents daily and execute the Bay
View Fund's marketing activities, including planning and managing Giving Days and phoneathons.

Primary Responsibilities:

● Work collaboratively with the Director of Institutional Advancement to create and manage
a comprehensive fundraising plan and appeal schedule for The Bay View Fund:

○ Set dollar, participation, and qualitative goals for the annual giving program

○ Create and implement strategies to achieve Annual Fund goals

○ Create and manage a calendar/schedule of multidimensional appeals that
leverages various media (e.g., electronic solicitation, direct mail appeals,
face-to-face solicitations, events) to communicate with potential and current
Donors

● Manage Bay View Fund volunteer organization, including recruitment, management, and
Training

● Organize phonathons, including volunteer recruitment, set-up, and preparation

● Build relationships with constituents and personally solicit an assigned pool of prospects as
appropriate

● Utilize Raiser’s Edge NXT to track visits, produce contact notes, and conduct appropriate
constituent follow-up

● With the Director of Institutional Advancement, draft and coordinate Bay View Fund
solicitations and acknowledgment letters.

● Attend monthly Advancement Committee meetings



● Create and execute campaigns, social posts, eblasts, and other innovative tools on behalf of
the Bay View Fund

● Travel occasionally to meet with donors, prospects, and volunteers

● Develop a senior class gift program to improve young alumnae donor loyalty

● Attend and assist with on-campus and off-campus Advancement and Alumane Relations
events, as appropriate

● Assist with prospect research

● Other responsibilities as assigned by the Director of Institutional Advancement

Skills and Competencies:

● Bachelor’s degree

● Two years of experience in an annual fund, advancement, or sales setting, where picking up
the phone and making an ask is an integral part of the role

● Direct experience managing volunteers

● A strong sense of fundraising ethics and practices and respect for the confidentiality of
donor information

● Outstanding interpersonal and communication skills, with a professional and empathetic
approach

● Technologically savvy; Experience in Raiser’s Edge NXT, iWave Wealth Management,
Google Suite, Canva, WordPress, Finalsite, and/or JustGiving crowdsourcing software is a
plus

● Strong organizational skills and attention to detail

● Ability to communicate clearly and effectively, verbally and in writing

● Willingness and ability to occasionally travel and work on weekends and evenings;
comfortable with both in-person and virtual meetings

● Willingness to be part of a collaborative, fast-paced environment and work closely with
colleagues

● Positive attitude, flexible approach, and a sense of humor

Who You Are:

● Passionate about the all-girls education;
● Finds joy in philanthropy;
● A relationship builder
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Application Notes:

To apply, go to bayviewacademy.org/about-bayview/employment-opportunities and download the
“Non-Teaching Application.”
Completed Bay View application, letter of interest, and resume should be submitted via email to
employment@bayviewacademy.org.

AN EQUAL OPPORTUNITY EMPLOYER: St. Mary Academy – Bay View commits itself to
maintaining a welcoming environment for all people and extends its welcome in particular to those
who may be vulnerable to discrimination on the basis of their race, color, national origin, sex,
religion, disability, age, marital or parental status, sexual orientation, military status or other
legally protected status.

St. Mary Academy – Bay View is an all-girl independent Catholic school serving a diverse
population of girls from preschool through grade twelve and is located in Riverside, Rhode Island.
A sponsored ministry of the Sisters of Mercy of the Americas, St. Mary Academy – Bay View fosters
academic excellence in an innovative and creative learning environment while striving to empower
each student to be a confident, independent, compassionate, and socially conscious faith-filled
young woman.

3070 Pawtucket Avenue Riverside, RI  02915 |  401.434.0113 | bayviewacademy.org

St. Mary Academy - Bay View is a sponsored ministry of the Institute of the Sisters of Mercy of America and is a member of Mercy Education

mailto:employment@bayviewacademy.org

