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POSITION DESCRIPTION 
 
POSITION TITLE:  Development Associate 
REPORTS TO:  Development Director 
SUPERVISES:  Volunteers, Interns 
FLSA STATUS:  Exempt (40 hours) 
 
POSITION PURPOSE:  Ensure the integrity of SOS donor database, which includes entering accurate data, 
producing gift acknowledgments, and generating reports. Assist with annual campaigns, events and external 
communications.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
I.        Database Management   

1. Ensure the integrity of the department’s Abila Fundraising 50 database. Enters data of gifts, 
pledges, in-kind donations, and donor information; includes training other staff, volunteers, & 
interns to enter data accurately.  

2. Assist with general analysis of data as it relates to fundraising and donor recognition. 
3. Process and compose acknowledgment letters, invoices, and correspondences in a timely fashion 

and in accordance with IRS guidelines. 
4. Prepare reports to detail progress towards fundraising goals, the progress of campaigns, event 

analysis and other reports as requested by Development Director. 
5. Perform data clean-up. 

 
II.      Solicitations & Events 

1. Oversee annual fund solicitations by preparing mailing lists, tracking expenses, and producing the 
materials in collaboration with the Development Director.  

2. Manage in-kind giving program and agency drives.  
3. Assist with fundraising events including soliciting donations, recruiting and training event 

volunteers, staffing events, and overseeing the annual silent auction.  
4. Plan and coordinate agency minor events, and serve as liaison for community-led events. 

 
II.      Development Support  

1. Maintain relationships with funders and donors in the community, and outreach to establish new 
relationships. 

2. Prepare e-newsletters, print newsletters, and develop content for SOS’s social media platforms.  
3. Supervise interns and volunteers as needed 

 

DEPARTMENT RESPONSIBILITIES: 
1. Responds promptly to donor-related inquiries and contacts donors as needed.  
2. Conduct tours and participate in speaking engagements on behalf of SOS.  
3. Actively use department’s database for tracking donor and volunteer interactions. 
4. Complete other duties as assigned by the Development Director. 

AGENCY RESPONSIBILITIES: 
1.       Actively support the SOS commitment to diversity in all areas and responsibilities. 
2.       Uphold and ensure appropriate enforcement of all agency policies and practices. 
3.       Participate in community relations and outreach tasks as directed and required. 

 
BASIC QUALIFICATIONS: 

• B.A. or equivalent experience, plus 2-3 years relevant experience 
• Manages multiple priorities under aggressive deadlines, and manages time efficiently 
• Possesses strong ethical character 
• Ability to collect and analyze quantitative and qualitative information  
• Excellent written and verbal communications 
• Experience using fundraising database systems (i.e. Abila Fundraising 50) 
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• Proficiency in MS Word, Outlook and Excel required 
• Ability to function independently as well as part of a team 
• Ability to work in a fast-paced, active environment 
• Ability to work in an organized, efficient manner with a high level of accuracy, attention to detail, 

and follow through 
• Ability to prioritize work assignments 
• Comfortable communicating with a wide array of people on the phone and in person 
• Must have a commitment to working on behalf of vulnerable populations 
• Compliance with the Substance Free Work Place Act, the Privacy Act, and Federal, State and 

local laws regarding professional standards of conduct 
 

 
I have read, understand, and accept my responsibilities as articulated in the above job description.  (Please 
sign and return to the Human Resource Director). 
 
 
                                                                                                                                                             
                                    Employee’s Signature                                                                Date 

This description is intended to indicate the kinds of duties, responsibilities and the levels of work difficulty 
required of this position. It shall not be construed as declaring what the specific duties and responsibilities 
shall be. It is not intended to limit or in any way modify the right of the supervisor to assign and direct the work 
of employees under his or her supervision. The use of a particular expression or illustration describing duties 
shall not be held to exclude other duties not mentioned that are of a similar kind or level of difficulty. 


