
 
 

Immediate Opening for Advancement Coordinator 

 

Mahaiwe seeks a fulltime creative, analytical, and experienced Advancement Coordinator 

The Mahaiwe Performing Arts Center seeks an imaginative team player for an immediate 

opening of Advancement Coordinator, a 40-hour week position with benefits. Applicants must 

demonstrate a track record of writing grants and securing funds; experience generating database 

queries and reports; ability to juggle multiple projects and meet deadlines; exceptional written, 

oral, and analytical skills; and a commitment to ensuring that equity is built into funding 

proposals, prospect cultivation, and donor stewardship.  

About the Mahaiwe 

Located in downtown Great Barrington, Mass., the Mahaiwe Performing Arts Center is the year-

round presenter of world-class music, dance, theater, classic films, Live in HD broadcasts, and 

arts education programs for the southern Berkshires and neighboring regions. The intimate jewel 

box of a theater opened in 1905. Since 2005, the performing arts center has hosted over 1,500 

events and welcomed over half a million people through its doors. More than 22,000 students 

from 73 different schools have benefited from the Mahaiwe’s school-time performances and 

residencies. For more information, see mahaiwe.org. 

How to Apply 

Send resume and a brief paragraph in answer to each of the following questions to 

HR@mahaiwe.org.  

1. What about this job particularly appeals to you? 

2. What makes you uniquely qualified for this job? 

3. How would your coworkers describe you? 

 

Position: Advancement Coordinator 

Reports to: Director of Advancement 

Time Commitment: Full time, non-exempt, hourly position with benefits 

Role: The Advancement Coordinator works with other members of the Advancement team, 

Marketing team, and Finance team and assists with all aspects of Advancement work, with 

particular focus on grant writing, research, and reporting; donor-related communication by mail, 

email, social media, and website updates; donor data analysis; prospect research; and 

stewardship of members, major donors, businesses, government funders, and foundations. The 

Advancement Coordinator supports the equity-focused work of the Mahaiwe in helping to ensure 

that equity is built into funding proposals, prospect cultivation, and donor stewardship. The 

Advancement Coordinator provides other project management as requested and staffs 

Advancement events. 



Primary Responsibilities: 

• Grants, including writing proposals and funder reports, submitting required grant 

materials, researching grant opportunities, tracking deadlines, and maintaining files. 

• Donor Analytics, creating and producing year-to-date funding comparison reports, 

prospect tracking reports, gift reconciliation, and other data.  

• Donor Database Systems in coordination with other members of the Advancement, 

Finance, Box Office, and Marketing team, including, but not limited to, donor and 

prospect data entry, generation of complex mailing lists and reports, and gift entry. 

• Digital Communication, including, but not limited to, donor-related content on the 

Mahaiwe website, eblasts, digital donation forms and e-acknowledgements, and the 

Membership portal. 

• Written Communications, including composing donor correspondences, committee 

minutes, funder reports, and drafting and sending a monthly newsletter. 

• Seat Campaign, including communication with seat donors, creating promotional 

opportunities, tracking gifts, locations, and plaques, and executing recognition of gifts. 

• Business Sponsors and Vendors, including conducting mail, phone, and email 

communication, tracking solicitations and payments, and administering benefits and 

recognition. 

• Event assistance, including preparation for and staffing at Advancement events, and 

occasional attendance at select live performances. 

• Other duties, as assigned, including occasional assistance in other departments. 

Requirements: 

• Demonstrated track record of researching, writing, and securing grants 

• Experience with database programs and a high level of comfort with data management. 

• Experience with website and social media content generation 

• Readiness to work in an environment that values and includes diverse group identities 

• Excellent written and oral communication skills. 

• Excellent analytical skills 

• Highly detail-oriented and well organized. 

• High interpersonal skills and ability to interact graciously with the public. 

• Ability to manage time and meet deadlines. 

• Ability to juggle multiple ongoing projects in various stages. 

• Ability to be discreet and maintain confidentiality. 

• Imaginative team player able to work in fast-paced creative environment. 

• Passion for the arts and desire to pursue a career in arts management. 

• Flexibility to work occasional evenings and weekends at performances and events. 

Additional Desirable Experience: 

• Experience working with communities of color, immigrant communities, non-English 

speaking communities, or communities with low income. 

• Ability to converse in Spanish or Portuguese 

• Knowledge of Patron Manager database 

• Knowledge of Emma or related email software 

• Knowledge of WordPress or related website software 

• Familiarity with the greater Berkshire region 
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