
Durham Nativity School Development Associate 

Summary: 

The Development Assistant is responsible for the administrative operations of the development 
department, including gift processing, donor acknowledgment, grant writing, database management 
(eTapestry) as well as providing ad hoc support for special projects and events. In addition, provides 
support to the Events Coordinator for agency events. The Development Associate will also attend 
Development meetings as requested to assist in the growth and stewardship of development 
relationships.  In addition, this position will be responsible for assisting in the booking and implementation 
of rental of school facilities. This position reports to the Senior Director of Development and 
Advancement. 

Essential Duties and Responsibilities include the following: 

Responsible for all aspects of gift processing and reconciling online gift transactions. Includes double 
checking deposits and entries and assisting in running financial reports and reconciling deposits. 

Prepares and mails timely donor acknowledgments for all gifts once a week and annually for monthly 
donors 

Assistant is primary point person for updating, adding and maintaining donor and prospect constituent 
records in the database. 

Assists with creation of donor lists and other gift queries and reports. 

Files all donation-related paperwork and maintaining organized filing systems and binders. 

Schedules and serves as day of point person for rental of school facilities 

Assists in grant writing as requested by the Senior Director of Development and Advancement 

Attends donor meetings and committee meetings as requested by head of development 

Provides administrative support for events including assisting with mailings, phone inquiries, event 
communication and other administrative duties as needed by the head of development 

Provides overall administrative support to the Development Department. 

Performs other duties as assigned by the Senior Director of Development and Advancement 

Competency: 

To perform the job successfully, an individual should demonstrate the following competencies: 

Analytical -Synthesizes complex or diverse information; Collects and researches data; Uses intuition and 
experience to complement data; Designs work flows and procedures. 

Technical Skills - Assesses own strengths and weaknesses; Pursues training and development 
opportunities; Strives to continuously build knowledge and skills; Shares expertise with others. Masters 
the eTapestry database. Proficient in Microsoft Office Suite (Word, Excel, PowerPoint) and Google Drive 
Applications (Google Docs, Google Sheets, etc.) 



Adaptability - Adapts to changes in the work environment; Manages competing demands; Changes 
approach or method to best fit the situation; Able to deal with frequent change, delays, or unexpected 
events. 

Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; 
Applies feedback to improve performance; Monitors own work to ensure quality. 

Quantity - Meets productivity standards; Completes work in timely manner; Strives to increase 
productivity; Works quickly. MUST BE EXTREMELY ORGANIZED AND A MULTI-TASKER 

Qualifications: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed above are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

Education/Experience: 

Bachelor's degree (B. A.) from a four-year college or university; and one to two years related experience 
and/or training 

Compensation and Benefits: 

We offer a competitive salary and benefit plan including: 

 Medical and Dental Insurance 

 4 weeks of paid vacation 

 403(b) Retirement Savings Plan with employer match 

Job Type: 30 Hours Per Week (includes occasional weekend work) 

Education: 

 Bachelor’s Degree Required 

Salary: 

 Compensation commensurate with experience 


