Development Coordinator

Job Description
Start Date: Flexible (by Fall 2026)

BridgeYear

BridgeYear (www.bridgeyear.org) is helping redefine how young adults access economic opportunity. Founded in Houston,
BridgeYear connects recent high school graduates to high-growth, high-demand career pathways through career exploration,
workforce readiness experiences, employer partnerships, and connections to postsecondary education and training. We
believe talent is everywhere, but opportunity is not. Our work helps ensure young people have access to meaningful careers
that lead to economic mobility and long-term success.

As BridgeYear enters its second decade, the organization is expanding its impact, deepening partnerships with employers and
community organizations, and helping shape conversations around workforce development and equitable career access in
Houston and beyond. Over the last five years, BridgeYear’s operating budget has grown from $1.2M to $5.5M and recently
participated in major regional workforce initiatives, including Bloomberg Philanthropies' Gulf Coast TradeUp Careers
initiative. BridgeYear has built a strong foundation of institutional support and is now poised for its next phase of growth.

PRIMARY FUNCTION/PURPOSE:

The Development Coordinator is a new role to BridgeYear’s growing Development team. The Development Coordinator will
support the systems, logistics, and administrative processes that enable BridgeYear’s fundraising and engagement efforts.
Reporting to the Director of Grants & Institutional Giving, the coordinator will maintain accurate development data, track
important deadlines, and coordinate the operational execution of volunteer opportunities, fundraising events, and donor
stewardship activities. The coordinator will also work collaboratively with the Chief Growth and Advancement Officer (CGAO),
Director of Individual Giving (DIG), and Director of Corporate Engagement (DCE) to help the Development team operate
efficiently and focus on relationship-building and revenue generation.

YOU’D BE GREAT FOR THIS ROLE IF:
e You are a highly organized, detail-oriented professional who enjoys managing multiple workstreams, improving
systems, and creating positive experiences for donors, volunteers, and partners.
e  You thrive in collaborative environments and enjoy working with a team to turn ideas into action.

ESSENTIAL DUTIES AND RESPONSIBILITIES INCLUDE, BUT ARE NOT LIMITED TO:

Development Operations & Data Management

e  Maintain accurate and up-to-date donor, prospect, grant, and reporting records in Salesforce (CRM).

e  Support data entry, record management, and ongoing data quality efforts to ensure the CRM remains a reliable
source of information for the Development team.

e Track grant deadlines, reporting requirements, proposal submissions, awards, and other key institutional giving
milestones.

e Assist with gift and fundraising data entry, gift processing (tax acknowledgements and thank you notes),
reconciliation, and documentation as needed.
Support with preliminary prospect research for grants, donors, and corporate partners.
Organize digital files and documents related to grants, donors, sponsorships, events, and volunteer engagement.
Identify missing, outdated, or inconsistent information and coordinate with team members to maintain records.

Volunteer Engagement Coordination

e Coordinate the logistical execution of volunteer opportunities supporting BridgeYear programs and events.

e  Manage volunteer registration, confirmations, reminders, schedules, and day-of logistics.

e Serve as a key point of coordination between BridgeYear staff and volunteers to ensure participants receive timely
and clear communication.

Fundraising Events & Engagement

e Support the planning and logistical execution of fundraising events, donor engagement opportunities, and other
Development events.

e Coordinate event logistics, including invitations, registration, guest lists, RSVPs, materials, vendors, schedules, and
day-of coordination.
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Maintain accurate event attendance and engagement records in Salesforce.

Support donor and sponsor stewardship activities before and after events.

Assist with the preparation of event materials, including name tags, signage, run-of-show documents, briefing
materials, and other collateral.

Coordinate post-event follow-up, including attendee communications, acknowledgments, and data entry.

Help ensure events and engagement opportunities reflect BridgeYear’s commitment to providing high-quality
experiences for donors, volunteers, and partners.

Team Collaboration

e  Provide shared operational and administrative support across the CGAO, institutional giving, individual giving, and
corporate engagement.

e Manage multiple assignments and deadlines, proactively communicating progress, competing priorities, and
potential delays.
Coordinate with team members to ensure information, materials, and follow-up are timely and accurate.
Participate in Development team meetings and contribute to improving systems, processes, and workflows.
Provide occasional administrative support to the Chief Growth & Advancement Officer and Development directors
for team-wide priorities.

QUALIFICATIONS:

e  One to three years of relevant professional experience in development, nonprofit administration, events, volunteer
coordination, data management, or a related area.
Strong organizational skills and demonstrated ability to manage multiple tasks, deadlines, and details.
Experience entering, maintaining, or reviewing data in a CRM or comparable database; experience with Salesforce is
preferred.

e  Strong written and verbal communication skills, with the ability to communicate clearly and professionally with
colleagues, donors, volunteers, and partners.

e  Proficiency with Google Workspace, particularly spreadsheets, shared calendars, and collaborative documents.

e Demonstrated discretion when handling confidential donor and organizational information.

e  Ability to work occasional evening or weekend events, with advance notice.

e Commitment to BridgeYear’s mission and values.

COMPENSATION & BENEFITS
Compensation: $57,000-$63,000, depending on prior experience

Benefits:
[}

Health Insurance for individual and dependents (partially subsidized), Dental, Vision, Life Insurance (100% paid for
by employer)

401(k) retirement plan with 3.5% employer match

Mileage reimbursement and personal cell phone use stipend

Generous time-off policy: 21-23 company-recognized holidays, 20-25 PTO/Sick days a year, Wellness Mornings (%2
day on the first Friday of each month)

e  Hybrid schedule based in Houston with two days per week in the office and three days remote, subject to business
needs
e  Yearly professional development stipend, to be spent as directed by each team member.
HOW TO APPLY:

Application: Applications will be accepted through Monday, October 5th. To apply, please submit your cover letter and
resume through this link. If you have questions, please contact hr@bridge-year.org.
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