CENTER FOR GREAT

S

POSITION DESCRIPTION
POSITION TITLE: Development Assistant
REPORTS TO: Development Director

EXEMPT or NON-EXEMPT: Non-exempt

POSITION RESPONSIBILITIES:

The Development Assistant is crucial in supporting our organization's fundraising and
development efforts. This position involves managing various administrative tasks, coordinating
events, and maintaining databases to ensure effective communication and outreach. The ideal
candidate will be detail-oriented, possess strong organizational skills, and have a passion for
contributing to the mission of our organization.

ESSENTIAL JOB FUNCTIONS:

e Assist in the planning and execution of fundraising events and activities.

« Manage and update donor databases, ensuring accuracy and confidentiality of
information.

e Support public relations efforts by drafting communications and promotional materials.

o Collaborate with team members to develop strategies for outreach initiatives.

« Utilize software tools for donor management and communication.

o Coordinate volunteer management efforts during programming and events.

« Assist with the Center's membership program and fundraising activities and campaigns.

e Schedule and conduct member and donor tours, educational tours, and group tours.

« Greet visitors, members, and volunteers.

e Answer phones and direct calls as needed.

e Perform miscellaneous duties as needed.
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EDUCATION/EXPERIENCE REQUIREMENTS:

High School Graduate

Strong planning and organizational skills.

Ability to work independently, anticipate needs, and troubleshoot problems.

Strong understanding of public relations principles and practices.

Excellent organizational skills with the ability to manage multiple projects

simultaneously.

o Knowledge of Google and Microsoft Office Suite.

« Strong written and verbal communication skills are essential, as well as a strong
knowledge of proper spelling, grammar, and punctuation.

« Ability to work collaboratively within a team environment while also being self-

motivated.

PHYSICAL REQUIREMENTS:
o Be able to lift 50 pounds and carry for a short distance routinely.
o Be able to work outdoors in inclement weather, including rain, heat, and humidity, for
extended periods (Frequently)
o Ability to stand or sit for long periods of time (frequently)
« Ability to crouch, kneel, and reach overhead (frequently)

The Center for Great Apes reserves the right to revise job descriptions or work hours as required.
All job requirements are subject to change to reflect the evolving position requirements or to
reasonably accommodate individuals with disabilities. Some requirements may exclude
individuals who pose a threat or risk to the health and safety of themselves or other employees.
This job description in no way states or implies that they are the only duties which will be
required in this position. Employees will be required to follow other job-related duties as
requested by their supervisor/manager (within guidelines and compliance with Federal and State
Laws). Continued employment remains on an “at-will” basis.

The Center for Great Apes is an equal opportunity employer, and all qualified applicants will
receive consideration for employment without regard to race, religion, color, creed, sex, age,
national origin, disability, military status, sexual orientation, gender identity or expression, or
any other characteristic protected by law.
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