Colonial CASA

Job Description: Development Associate

Colonial CASA trains volunteers who advocate for abused and neglected children in area courts so these victims can find safe and permanent homes.  The Development Associate works as an integral part of the development team and provides administrative assistance to the Executive Director.

Responsibilities:

· Receiving, recording and responding to donations in timely manner
· Maintaining specialized databases

· Composing correspondence

· Researching prospective donors and preparing reports

· Maintaining calendar of grant progress, due dates and reports

· Assisting with writing grant proposals, newsletters, press releases, and annual reports

· Assisting with fund-raising events and mailings
· Researching grant opportunities

· Writing and uploading website content 

· Managing website calendar

· Supervising volunteers

· Providing administrative support to executive director 
· Performing other duties as assigned 
Qualifications:
· Organizational skills and the ability to meet deadlines
· Ability to function both independently and as part of a team
· Outstanding communication skills, both oral and written
· Competency in Microsoft applications including Word, Excel, Outlook, PowerPoint and Publisher
· Working knowledge of GiftWorks or similar donor software (such as Raisers Edge, e-Tapestry, FoxPro, etc.)
· Previous experience as administrative assistant preferred
· Experience in planning and managing special events, especially for a nonprofit 

· Working knowledge of DreamWeaver or comparable website management program 
· Working knowledge of electronic marketing principles and applications (Constant Contact, Facebook, etc.)
· Experience working with and supervising volunteers 
· Experience working in nonprofit development office preferred
· Grant writing experience preferred

· Good phone voice and ability to screen calls

· Ability to manage sensitive and confidential information with integrity 

· Positive attitude and strong work ethic

· College degree required 
Part time hourly position. Flexible schedule. No benefits.
Send letter of intent and resume to info@colonialcasa.org
Colonial CASA is an equal opportunity employer. 

