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NAME 

Job Title: Development Associate Department: (Admin/Clinical) Administrative 

Supervisor Name: Maris Harrington Title: Director of Philanthropy 

Supervisees: Administrative Interns Employment 
Type:  

Part-time, hourly, non-exempt 

Job Description 

JOB SUMMARY 

The Development Associate works part-time as an integral member of the Philanthropy team.  They will work 

collaboratively with the Director of Philanthropy to design and implement a detailed development plan to define 

strategies to identify, cultivate and solicit individuals, corporations, and foundations with interest and capacity to 

support the mission of ITA.  The person serving in this position will develop annual fundraising campaigns (mail and 

digital), ensure a mission-centric culture of philanthropy is adopted throughout the organization where relationships 

are a top priority.  The Development Associate will be responsible for making personal calls and visits to donors as 

necessary, coordinating and planning fundraising and stewardship events, meetings, programs, and other elements 

designed to enhance positive relations with prospects and donors.  

ROLE AND RESPONSIBILITIES 

• Collaborate on the strategic direction of campaigns and activities related to the annual fundraising strategy. 

• Serve as the primary contact for a small portfolio of individual donors. 

• Develop, oversee, and implement a robust volunteer program for ITA. 

• Maintain clear lines of communication with staff, volunteers, and board members. 

• Structure and oversee a timely and relevant gift acknowledgement program. 

• Ensure donor retention and coordinate donor engagement opportunities with the Director of Philanthropy. 

• Collaborate with the grant writer (manager of corporate and foundation relations) to provide information 

and reports as well as implement stewardship plans for foundations and corporate sponsors. 

• Ensure recording of contact reports and important documents as well as manage communication with 

donors on behalf of the Director of Philanthropy and Executive Director as requested. 

• Oversee and collaborate on the creation of marketing materials to enhance and expand the ITA brand and 

mission including the fall appeal and impact report. 

• Assume other tasks and responsibilities as assigned by the Director of Philanthropy.  

QUALIFICATIONS AND EDUCATION REQUIREMENTS 

• Bachelor’s degree required. 

• Minimum of 2 years nonprofit experience with a preference for direct fundraising and/or development role 

but will consider a candidate with marketing, sales, and project management skills. 

COMPETENCIES AND PREFERRED SKILLS 

• Ability and confidence to interact with varied constituencies including Board Members and volunteers. 

• Extremely organized and detail-oriented with strong project management skills 

• Exceptional writing and communication skills. 

• Energetic, team-oriented, and results-driven personality.  

• Strong knowledge of Microsoft Office software, specifically Word, Excel, and PowerPoint 
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• Experience with Salesforce CRM 

• Marketing knowledge, especially in social media. 

• Interest and or experience in Creative Arts and/or Creative Arts Therapy. 

• Committed to working in a diverse and inclusive environment where each team member is valued for their 

unique talents, personalities, and contributions.   

WORKING CONDITIONS (TRAVEL, WEEKEND OR EVENING HOURS, OFF-SITE WORK) 

Frequent travel to off-site meetings. There will be an expectation of working weekends and evenings on occasion for 
events or special programs. 

Prolonged sitting and regular and consistent use of computer keyboard and mouse will be necessary in order to 
complete administrative work. 
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