
Development Assistant 
Reports to: Associate Director 
Program: Development 
Classification: Part time, 16 hours/week 

_____________________________________________________________________________________ 

Job Summary 
 
The Development Assistant is responsible for all administrative aspects of development and public 
relations activities. The Development Assistant will participate in all fundraising activities including 
donor and public relations, direct mail appeals, and special events. The Development Assistant will also 
provide administrative support to the Executive Director as warranted. 

Essential Functions 

1. Process donations and prepare acknowledgement letters and other correspondence. 
2. Maintain foundation, corporation and individual donor files. 
3. Assist in the research and development of mini grants ($10,000 or less). 
4. Conduct preliminary research on prospective corporate foundation and individual donors. 
5. Assist with coordination of spring and year-end appeal letters. 
6. Send appropriate documentation to process credits to donors. 
7. Maintain guest lists, gather and prepare registration materials and other duties as assigned for 

fund-raising events. 
8. Handle all administrative details associated with Board meetings and other organizational 

Committee meetings (i.e. prepare and distribute notices, agendas, minutes, etc.). 
9. Maintain Constant Contact databases for staff and assist with management of outgoing emails. 
10. Maintain social media presence with the assistance and collaboration of staff. 
11. Provide general administrative and clerical support including mailing, scanning, faxing and 

copying  
12. Other duties as assigned by the Executive Director and/or the Associate Director. 

Qualifications 

1. Associate or Bachelor's degree in a related field. 
2. Experience in an administrative position, preferably in a not-for-profit. 
3. Proficiency in Microsoft Office Suite and Google Applications. 
4. Database management experience or ability to learn – Giftworks preferred. 
5. Excellent verbal, written and interpersonal communications skills. 
6. Ability to present information concisely and effectively, both verbally and in writing. 
7. Ability to organize and prioritize work. 
8. Attention to detail. 
9. Ability to work independently.  
10. Pre-employment criminal background check, employment background check and drug screening are 

required. 
 
 

The mission and philosophy of Elevate requires this position to perform in both a professional and 
personable manner. The manner in which the employee relates to fellow employees, clients, and visitors 



is considered parallel in importance to technical knowledge and ability. Respect and consideration given 
to the dignity of each client, visitor and fellow employee is a requisite of successful job performance. In 
addition, strict client confidentiality must be maintained. 
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