
Development Associate 

Location: Pasadena, CA 
Published: September 19, 2017 
Full-Time Monday through Friday with occasional weekends and evenings as needed 

Description 

The Development Associate reports to and works in partnership with the Development Director. The 
Development Associate, in collaboration with the Development Team, will implement, track and report on 
the development plan for Door of Hope. The primary goal of the Development Associates is to expand 
and maintain Door of Hope’s funding from individuals, churches, special events, as well as private, 
corporate, foundations, and government grants. In addition to the primary fundraising duties, the 
Development Associate performs a variety of skilled administrative and clerical duties directly related to 
development activities. These include maintaining the donor database, managing special events, and 
developing effective working relationships with donors, volunteers, and government and foundation 
representatives and others to nurture their connections to the organization. 

Responsibilities 

 Implement the annual development plan in collaboration with the Development Director and the 
Development Team 

 Manage an individual donor portfolio: build deeper relationships with donors, engage donors in 
higher levels of giving and reduce recidivism among existing donors 

 Identify and strategically cultivate new donors; support the Development Director, Board 
members and other volunteers in fundraising efforts 

 Work with the Development Director to craft messaging for fundraising campaigns 

 Maximize the potential of Salesforce to ensure accurate tracking and to use as a cultivation and 
stewardship tool; input detailed donor notes and information as needed 

 Ensure positive relationships and ongoing communications with foundations and corporations; 
develop and administer grant compliance requirements and reports 

 Work with the Director of Community Engagement to cultivate and recruit donors through the 
Door of Hope volunteer program 

 Work with the Development team and program staff to extend the use of technology for financial 
development: e.g. online giving, email, social media marketing 

 Manage Development Team’s special events 

 Serve as a spokesperson to secure funding and maintain donor relationships 

 Identify new fund development opportunities 

 Collaborate with the Development Director to produce and maintain development materials 
including brochures, newsletters, newspaper articles, invitations, etc. 

 Coordinate with the Grant Writer as necessary (package and deliver grant applications; follow-up 
on pending requests, fulfill grant reports as needed) 

 Support the Development Director with all other tasks 

 Will perform any other task necessary to support the mission of Door of Hope 
 
Qualifications 

 A passion for the mission and core values of Door of Hope 

 Minimum 5 years verifiable, successful nonprofit development experience  

 Accomplished at making a compelling case that is credible, effective and relevant to a variety of 
donors 

 Ability to passionately and effectively communicate to audiences of all sizes 

 Excellent writing, editing and proofreading skills 

 Excellent phone and email etiquette 

 Exceptionally well-organized and detail-oriented 



 Ability and willingness to multitask 

 Knowledge of social media fundraising and donor databases; full fluency in MS Excel, Word, and 
PowerPoint 

 Ability to thrive in a fast-paced setting 
 

Disclaimer 
 
The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be construed as an exhaustive list of all 
responsibilities, duties, and skills required of personnel so classified. All personnel may be required to 
perform duties outside of their normal responsibilities from time to time, as needed.  


