
THE BERKELEY INSTITUTE
Invites applications from suitably qualified persons for the post of

Development and Communications Officer

SUMMARY
The Berkeley Institute, a diverse senior school with a rich heritage and 
tradition of excellence, requires a Development and Communications Officer. 

BACKGROUND
The Berkeley Institute (“Berkeley” or the “School”) is an Aided school 
within the Bermuda Public School System having first opened its doors to 
students in 1897. It currently offers four-year senior school programming 
and is scheduled to transition to a five-year Signature Learning Program 
commencing in September 2022. 

The founding body of Berkeley is the Berkeley Educational Society (the 
“BES”). The Governing Body of The Berkeley Institute (the “Board of 
Governors” or the “Board”) is responsible for the oversight of the day-to-day 
operations. The Principal is the chief educational leader, site manager, and the 
chief executive of the School.

Berkeley is desirous of developing its relations with its alumni and its means 
of communication with key stakeholders. To this end, it has established the 
position of Development & Communications Officer to serve as the primary 
advisor to the leadership of Berkeley on development and communications 
matters.

POSITION DESCRIPTION
The Development & Communications Officer of the Berkeley Institute is 
responsible for developing relations with alumni and communication with 
key stakeholders including parents/guardians, students, faculty, staff, and 
the general public. The Development & Communications Officer will serve 
as the primary advisor to the leadership of Berkeley on development and 
communications matters.

RESPONSIBILITIES
The Development & Communications Officer is directly responsible to the 
Principal and works closely with the combined Development & Alumni 
Relations Committee of the BES and the Board.  Primary responsibilities to 
include:

➢ Planning, organising, and executing a comprehensive development plan 
for the School in cooperation with the Principal and the Development & 
Alumni Relations Committee 

➢ Alumni engagement including building an Alumni database and 
maintaining relations with the alumni of the School

➢ Building and maintaining the School’s internal and external 
communications with the use of traditional and social media channels

Additional responsibilities are to: 

• Identify, cultivate and solicit philanthropic support by creating and 
fostering positive and enduring relationships with corporations, 
Signature Learning Program partners, foundations and individuals 
including alumni, faculty, staff, students and their families and other 
key personnel that produce reciprocal benefits

• Support the Development & Alumni Relations Committee in the 
creation of the annual development plan

• Collect and input data into the Development & Alumni Database 
and use this information to create a specific program of events and 
communications

• Create donor listings and monitor levels of giving 

• Present written progress reports to the Principal and Development and 
Alumni Relations Committee which entail monthly written reporting 
against objectives per the development plan, recommendations 
regarding approaches and events, ensuring that targeted groups in each 
case have been well researched and proper preparations have been made

• Prepare grant proposals and promotional materials for corporate and 
Signature Learning Program partner presentations as appropriate

• Represent the School in a positive manner with prospective and current 
students, alumni, staff and the community

• Maintain regular and varied internal and external communications with 
all stakeholders (parents/guardians, students, faculty, staff), donors, 
alumni, companies and the wider community

• Develop and organize events/activities related to alumni relations and 
fundraising

• Oversee and manage volunteer committees for development and alumni 
events 

• Create and carry out a communication plan that supports relationships 
between the School and its external constituents 

• Maintain the School’s website

• Serve as a member of the Development & Alumni Relations Committee

• Other adhoc responsibilities as may be assigned from time to time

SKILLS AND EXPERIENCE REQUIRED

• Minimum qualification should be a Bachelor’s degree in business, 
philanthropy or related field

• Possess communication, leadership, problem-solving, strategic 
thinking, and interpersonal skills

• Be proficient in Microsoft Office, a range of technologies, systems, and 
database packages

• Be proficient in the use of leading social media channels (e.g. Facebook, 
Instagram, Twitter)

• Have a working knowledge of website management tools
• Be a self-starter with independent decision making, possess the ability 

to exercise good judgment, can demonstrate accuracy, flexibility, and 
well-developed critical thinking skills 

• Have strong people skills, organisational skills, time management 
skills, and be detailed oriented

• Have demonstrated ability to prioritise tasks
• Be able to work occasional evenings and weekends
• Ability to work in an environment of shifting priorities, frequent 

interruptions, hectic pace, and a high level of interaction with students, 
staff and/or the public

• Excellent written and oral communication skills including proficiency 
in business English, grammar, punctuation, and spelling

• Ability to handle highly confidential matters and materials with 
discretion

• Knowledge of relevant legislation e.g. Charities Act
• Ability to work independently as well as be a collaborative team player 

in completing assigned tasks and meeting deadlines
• Have an intimate knowledge and appreciation of the history and current 

operations of The Berkeley Institute

If you are looking for an exciting and challenging opportunity, to make a 
difference in a very dynamic environment, we invite applications from 
suitably qualified persons for the above position. All applicants must submit 
a letter of application as well as a resume detailing qualifications, relevant 
experience, and two written references to:

The Office Manager
The Berkeley Institute

P.O. Box HM 2704
Hamilton HM KX

or
Email: talbot.roberta@berkeley.bm

Closing Date: Monday, August 1, 2022

Only Bermudians and or Spouses of Bermudians need apply


