


 
 

 

Position Type: Federal Work Study 

Title: Development Coordinator 

Department: Office of Development & Alumni Relations 

Hours: Between 10-20 hours per week 

Timeframe: Summer Semester 2024, Fall Semester 2024, and/or Spring Semester 2025 

 

Description: 

The Office of Development & Alumni Relations is seeking a Development Coordinator for either or both semesters 

of the 2024-2025 academic year.  Students must have work study funding to be eligible for this position. 

Responsibilities may be fulfilled through a hybrid work set up, but this position will be required to work on-campus 

for part of the scheduled hours each week.  

 

Duties and Responsibilities: 

• Assist with managing class action and biographical updates by researching, editing, organizing and sharing 

information updates with law school and campus colleagues 

• Track alumni volunteer activity and manage requests for thank you gifts 

• Help to manage event registration lists and attendance tracking by organizing Excel spreadsheets, looking 

up constituent IDs, and finalizing reports 

• Assist with event outreach, specifically around Alumni Weekend and regional events, by reviewing and 

updating class and geographical lists, making phone calls, sending emails, and registering attendees 

• Assist with event preparation, including with briefings, name tags, reminders, etc. 

• Support stewardship communications, such as thank you and congratulatory notes, fund updates, and 

impact reports 

• Create and organize materials for Alumni Board and Board of Visitors meetings 

• Engage in basic development research to update employment and contact information 

• Assist with mailings, calling and texting campaigns, special events, and other office-wide activities as 

necessary 

 

Required Skills and Qualifications: 

• Excellent writing and proofreading skills 

• Strong project management skills and the ability to work independently and efficiently when needed 

• Knowledgeable with Microsoft 365 software, specifically Excel and Word 

• Strong communication and customer service skills 

• Currently enrolled as a student in the University of Maryland Francis King Carey School of Law 

 

About the Office of Development and Alumni Relations: 

As our law students graduate and go on with their professional lives, the Office of Development & Alumni 

Relations makes connections that remain for life. We build support for the teaching, research and public service 

missions of the School of Law by strengthening connections between the law school, its alumni, students, and 

faculty through special events and academic programs, and by securing gifts of volunteer time and financial 

resources to help the Law School achieve its goals. 
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