
 

            Date:    12/2021 

                  Status:  Hourly    
 
 

JOB DESCRIPTION 

 
 

TITLE:              DEVELOPMENT ASSOCIATE 

 

ORGANIZATION:        REACH 

 

IMMEDIATE SUPERVISOR:    DIRECTOR OF DEVELOPMENT 

 

 

 

PRIMARY FUNCTION: 
Under the supervision of the Director of Development, the development associate is 

responsible for overseeing fundraising activities and marketing efforts donations.  The 

development associate job duties include generating donations, meeting with potential 

donors, and developing effective fundraising campaigns. 

 

 

PRIMARY JOB RESPONSIBILITIES: 

 

1. Works to acquire new donors through monthly giving, appeals, events, and other 

opportunities assigned by Director. 

2. Cultivating strong relationships with new donors, while maintaining existing 

client relationships. 

3. Maintains the accuracy and integrity of databases by ensuring that all information 

is kept current and up to date. 

4. Event management and coordination 

5. Provides support to various committees and volunteers during fundraising 

campaigns and events. 

6. Identify new business opportunities and partners. 

7. Mails flyers and other correspondence to potential donors, volunteers and guests 

in order to inform them of events and opportunities. 

8. Marketing including social media, flyers, and all other needs. 

9. Community engagement 

10. Donation inquisitions from local businesses 

11. Working closely with staff across departments to implement growth and 

marketing strategies. 

12. Performs basic administrative duties such as filing, data entry, maintaining a 

filing system and more. 

13. Assists in scheduling meetings with prospective funders and donors.  

14. Demonstrate strong interpersonal skills with the ability to engage effectively with 

various levels of management, staff, and donors. 

15. Other duties as assigned by the Director of Development 

 



 
 

 

 

 

EDUCATION/EXPERIENCE: 

Bachelor’s degree or equivalent 2-3 years of work experience in fundraising, required. 

Event experience is preferred but not required. 

 

SPECIFIC SKILLS: 

Has the ability to work flexible work hours including nights and weekends. 

Displays exceptional time-management and organizational skills as needed for meeting 

deadlines. 

Shows persuasiveness and the ability to procure donors, funders and items needed for 

fundraising efforts. 

Demonstrates a professional demeanor whether speaking to others in person, over the 

phone, via email or through letters. 

Works well alone as well as under direct supervision and in group settings. 

 

 


