
St. Patrick-St. Vincent Catholic High School
Vallejo, California

Alumni Relations, Events and Communication Associate

THE SCHOOL:

St. Patrick-St. Vincent Catholic High School (SPSV), a Diocesan, co-educational, college
preparatory high school in Vallejo, CA. SPSV is the only Catholic high school in Solano
County. We have a proud history of serving families in the Diocese of Sacramento and
surrounding areas since 1870. We offer a comprehensive Catholic high school
experience for students, with challenging academic programs that help them develop
the skills needed to become critically thinking, productive, responsible citizens. SPSV
also offers active co-curricular participation in a variety of athletic programs, a robust
choir and theatre program, as well as an active campus ministry and social justice
program.

SPSV is fully accredited by the Western Catholic Education Association (WCEA) and the
Western Association of Schools and Colleges (WASC).

THE MISSION:

St. Patrick-St. Vincent High School, a Catholic college preparatory high school in the
Diocese of Sacramento, challenges its diverse student population to seek truth as
creative, complex thinkers and to be responsible citizens and compassionate
individuals who share their gifts with others.

General Position Description

The Alumni Relations, Events and Communication Associate is responsible for
building and maintaining relationships that lead to sponsorship and attaining financial
and attendance goals for all events.  This includes the direct management, marketing,
and logistics of all Advancement Department revenue program events as well as
large-scale community cultivation events. This position is responsible for relationship
building, output of communications, and event support that ultimately strengthens
alumni involvement, including alumni parent involvement, with the financial support of
the school.

This position also works closely with the Director of Advancement and the
Advancement team to accomplish development-related tasks including, but not
limited to, strategic cultivation of event sponsors and individual donors, and special
event promotion and execution. With limited supervision, this role plans and



coordinates the school’s major fundraising events and strategic cultivation events;
recruits, instructs/orients, and schedules volunteers; schedules related activities and
facilities; and prepares and maintains required documentation.  The person in this
position must be available to work some nights and weekends as needed for all
events. The ideal candidate is a resourceful individual with superior interpersonal,
relationship-building, written, and organizational skills, who is also a self-starter, able
to handle multiple priorities, and detail-oriented.

Essential Responsibilities
All areas of responsibility must be operated consistent with the Catholic mission of
the school.

Alumni Relations: Ensures that the Catholic mission of the school reaches beyond the
boundary of graduation and into the lives of alumni and their families.

● In cooperation with the Director of Advancement, develops, implements, and
maintains a comprehensive alumna and alumni parent relations strategy.

● Establishes and builds relationships with a wide range of alumni locally,
regionally, nationally, and internationally; maintains regular communication with
alumni via direct contact (phone and in person), email, alumni Web pages, and
print publications.

● Collaborates closely with advancement colleagues in increasing support from
alumni; routinely identifies and qualifies alumni prospects for gifts;
communicates development-related activities via written contact reports filed in
Raiser's Edge and periodic attendance at prospect management meetings as
needed.

● Works closely with faculty and staff that have frequent contact with alumni,
especially Campus Ministry, Athletics, and the Arts, to develop and implement
their strategies for alumni.

● Recruits and maintains a fully engaged Class Rep program that acts as an
extension to promote school, advancement and alumni events, programs and
initiatives that support and advance the mission of the school, including annual
fund, Day of Giving, fundraising events, and legacy gifts.

● Builds and maintains a strong alumni reunion program that maximizes
attendance, promotes involvement and giving, and incorporates the school’s
presence at each one; provides support and oversight for facility use and
finances at such events.

● Manages the student and young alumni engagement plans to build life-long
connections and facilitate continued engagement and support of St. Patrick-St.
Vincent Catholic High School through young alumni programs and events.
Promotes the development of current students as future alumni.



● Partners with the Director of Advancement and school staff to plan the growth
and accessibility of career networking services for students and alumni, including
an annual Career Day and the introduction of a mentorship program.

● Develops and manages an effective volunteer management system that supports
the objective of engaging alumni in meaningful volunteer opportunities and
serving as a source for alumni talent and resources for students, faculty and
staff.

● Plans, implements, and promotes new alumni and constituent relations programs
that support the Advancement Department of St. Patrick-St. Vincent Catholic
High School; develops and submits for approval by the Director of Advancement.

Events Management
● In conjunction with the Director of Advancement, develops and maintains event

revenue goals and strategies. Works with school administration to create yearly
calendar for events.

● Identifies and cultivates event sponsors for fundraising events, ensuring financial
goals are met; creates standard sponsorship benefits and guidelines to maximize
sponsor recognition & value.

● Executes all strategic fundraising for all Advancement Department events;
including but not limited to alumni and cultivation events.

● Organizes fundraising events from start to finish including: producing detailed
proposals (e.g. timelines, venues, suppliers, legal obligations, project plans,
staffing, budgets); securing and booking venues; ensuring insurance, legal, health
and safety obligations are adhered to; coordinating venue management, caterers,
designers, contractors and equipment hire; organizing facilities for car parking,
traffic control, security, first aid, hospitality and media (if needed); planning room
layouts and entertainment; coordinating staff and volunteers; overseeing the
dismantling and removal of the event, and clearing the venue efficiently.

● Coordinates and establishes event committees, attends all event-related
meetings, prepares agendas, records and distributes minutes, attends events,
and works in conjunction with the Director of Advancement to meet the needs of
all event sponsors and individual donors.

● Works with Facilities and other departments regarding event logistics for
on-campus events.

● Creates marketing and public relations plan related to each event. Organizes the
production of tickets, posters, catalogues and promotional brochures; prepares
information packs and promotional materials. Writes content for newsletters,
advertisements, website, press releases and other publications.

Communication & Stewardship



● Engages alumni in the life of St. Patrick-St. Vincent Catholic High School though
consistent and positive communication using face-to-face, telephone, electronic,
print and social media.

● Serves as a liaison to the alumni to keep them connected to each other and to St.
Patrick-St. Vincent Catholic High School.

● Manages a stewardship program with a focus on creatively appreciating alumni
including through regular phone calls and notes to donors.

● In conjunction with the Director of Advancement, creates and develops alumni
and Constituent communications and materials in a manner that cultivates
sustained interest in department activities and programs and financial support
for the school.

● Working with the Director of Advancement, maintains and updates the
department's Web page, writes and posts alumni news on Facebook and other
social media and creates compelling content for alumni section of The Bridge
magazine.

General
● Works with Operations Manager on the budget for alumni Relations and Events

within the Advancement Department budget; develops project and event budgets
and works within the budgeting parameters. Oversee volunteer spending to
ensure expenditure compliance.

● Attends and supports all Advancement Department meetings and events as
requested.

● Looks for opportunities to partner with the Director of Admissions to
spearhead the introduction of alumni involvement in the admissions process.

● Remains competent and current through self-directed professional reading,
developing professional contacts with colleagues and attending professional
development seminars.

Job Specifications/Requirements

Education
● Bachelor’s Degree in related field required.

Experience
● Three or more years of experience in an alumni/alumni relations office,

development or fundraising, public relations or sales with responsibility for donor
relationships, outreach, solicitation and communications.

● Three or more years of experience in fundraising and event planning.



● Demonstrated ability to strategize, implement and build alumni programs and
activities, along with a talent for motivating these groups to attend, support and
volunteer.

● Ability to organize and complete multiple tasks simultaneously with close
attention to detail and prioritization to meet deadlines. Demonstrably strong
writing, planning and organizational skills.

● Flexibility and initiative, as well as the ability to work independently, combined
with the skills for thriving in a team environment to achieve advancement goals.

● Experience appropriately handling confidential information.
● Experience working with volunteers.
● Extensive experience with Raiser's Edge or a similar constituent database and

Microsoft Office.
● Experience planning and managing events preferred.
● A demonstrated record of accomplishment.
● Experience with mobile bidding preferred.

Skills/Knowledge
● High standards of professionalism and confidentiality; represent the school,

department, and alumni community with a positive disposition and compelling
and articulate conversation.

● Friendly and helpful demeanor, with a strong understanding of fostering
relationships and engagement. Excellent communication and interpersonal skills,
together with the ability to work collaboratively and courteously with colleagues
throughout the school, alumni, other constituents, and the public.

● Excellent oral and written communications skills, organizational and leadership
skills.

● Ability to articulate a compelling case statement for donors to support St.
Patrick-St. Vincent Catholic High School.

● Ability to manage networking and community building events and work with
volunteers.

● Knowledge of and experience with social networking applications.
● Initiative and attention to detail while working in a fast-paced, team-oriented

environment.
● Excellent time management skills; ability to prioritize multiple projects.
● Ability and willingness to travel for Advancement Department events and

activities as needed.
● Occasionally required to lift and carry boxes of materials and supplies.
● Willingness to participate in the life of the campus.



● Knowledgeable in various computer applications related to the duties and
responsibilities specified.  Advanced database knowledge, MS Excel, Google
Forms, Blackbaud Raiser’s Edge and event software preferred.

● Competence and confidence in securing financial commitments with donors.
● Ability to multi-task and determine priorities to meet deadlines and utilize

creativity to develop new and more efficient systems.
● Strong interpersonal skills and the ability to work effectively with a wide range of

constituencies in a diverse community.
● Ability to bolster team members and constituents through positive, high energy

interactions.
● Strong organizational and time management skills with exceptional attention to

detail.
● Ability to recruit, train and supervise volunteers.
● Knowledge of finance, accounting, budgeting, and business etiquette protocols.
● Strong customer focus.
● A professional and resourceful style; the ability to take initiative and manage

multiple projects at a time.
● Ability to work some nights and weekends as needed for all events.
● Other duties may be required as needed.



Employment Application for Position Alumni Relations, Events and Communications
Associate

Application Requirements:

1. Diocese of Sacramento Pre-application Statement and Applicant Questionnaire.
2. Current resume
3. A compelling letter of interest
4. Three references, at least one of which must be directly involved in your current

organization

Application materials may be emailed to
Coleen Martin, Principal @ applicants@spsv.org

or sent to
1500 Benicia Road, Vallejo, CA 94591

Deadline for applications: Until Filled
Position begins: Immediately

Notice of Non-Discrimination
It is the policy of St. Patrick – St. Vincent High School to comply with applicable state and
federal laws prohibiting the discrimination of employment based on race, age, color, national
origin, disability, or other protected classification.


