YWCA MISSOULA

Job Description

1/25/2018
POSITION:  Development Associate
JOB SUMMARY:  The Development Associate is a permanent full-time staff position that plans and implements YWCA Missoula development programs including annual fund appeals, planned giving, and periodic program related appeals in coordination with the Development Director and organizational priorities.  The Development Associate helps to develop a pipeline of donors for increased and sustained giving to the YWCA Missoula.  The Development Associate is also responsible for the overall management of the YWCA Donor Database.   

Duties:

1. Annual Fund Appeal Management

a. Plans and executes annual and special appeals, as determined in partnership with the Development Director through multi-channel marketing efforts

b. Helps develop, write copy, and produce appeal communications with overall goal of maximizing net income

2. Online Giving Management

a. Establishes and maintains an online giving platform

b. Effectively publicizes and distributes giving opportunities through this platform

c. Coordinates with marketing, public relations and other communications
 

3. Planned Giving Management 

a. Works closely with the Development Director to establish a comprehensive Planned Giving Program.

b. Works with third party entities such as the Montana Community Foundation to develop and implement planned giving program for the YWCA, taking advantage of all third party expertise and knowledge

c. Collaborates with Development Director and Major Gift Officer to develop informational materials for planned giving to the YWCA Missoula

4. Database Management

a. Manages patron and donation information management system

b. Performs data entry process

c. Manages wealth screening activity

d. Develops best practices for information policies and procedures
5. Additional Program Development and Implementation

a. Quickly responds to new development trends by researching non-profit development programs and creating new programs to be adopted by the YWCA Missoula on an as-needed basis, paying close attention to net revenues from new programs

6. Training for YWCA Missoula staff on information management policies and procedures

7.  Ambassador Team Coordination
a. Schedules and leads Ambassador team meetings

b. Ensures record keeping is up to date and accurate
8. YWConnect Tours Coordination
a. Schedules tours with staff, volunteers and guests

b. Acts as tour guide

c. Assures follow-up with all tour guests
9. Event Volunteer Management as assigned
10. Script Writing Assistance for YWConnects tours and fundraising events. 

General

· Attend staff meetings.

· Alert Development Director and others as appropriate, to areas of concern.

· In general, demonstrate energy and enthusiasm for work.

· Participate in appropriate performance appraisals.

· Supervise practicum students and AmeriCorps Volunteers as needed.

· Help train new staff and volunteers.

· Adhere to YWCA policy and guidelines.

· Act as a responsible team member: works hard; is fair, flexible, and committed to communication. 

· Project a positive image of the YWCA, using effective public relations skills. 

· Exhibit friendliness toward and consideration of clients, employees, volunteers and the general public.

· Show competence as an information source about the YWCA and related Missoula agencies.

· Display an awareness of and ability to deal with diversity among people, including disabilities among clients.

· Display a neat appearance and competent manner.

· Perform other job related duties as assigned.

Qualifications and Experience

· A US citizen or registered alien authorized to work in the U.S.

· Current Montana driver’s license and proof of auto insurance.

· Successful work experience in development and/or program development. 

· Excellent organizational, interpersonal, and critical-thinking skills. 

· Exceptional customer service experience.

· Must possess the ability to maintain a positive consistent attitude in working with staff and volunteers.

· Ability to work well independently as well as with a team.

· Ability to organize and plan work assignments; exceptional attention to detail; ability to manage multiple projects and time effectively.

· Database or information management experience including managing information systems and query creation.

· Knowledge of or ability to learn about Missoula community.

· Proficient communication and presentation skills.

· Requires ability to frequently walk, communicate to varied audiences in person.

· Punctual, reliable, flexible, with a sense of humor.

· Must pass a background check designed to protect the interests of women and children served by the YWCA programs
· Ability to maintain confidential information.

· Ability to respond appropriately to crisis situations.

· Ability to be assertive and apply conflict management techniques.  

· Willingness to take responsibility for his/her part in communication breakdowns and to work toward resolution of resulting problems.

· Ability to successfully offer, accept and act on constructive criticism.

· An interest in and respectful attitude toward all people.

Job Relationships

· Is directly accountable to the Development Director.

· Works closely with Executive Director, Major Gifts Officer, and Finance Manager.

· Has daily contact with other employees and volunteers.

· Has frequent contact with the board of directors.

· Has frequent contact with YWCA donors.

· Has frequent contact with personnel from other agencies and businesses.

· Has occasional contact with YWCA clients.

Level of Independent Discretion, Consequence of Actions

This person, within the parameters of YWCA policies and procedures, exercises a modest level of independence in decision making.  Significant errors in judgment may cause serious financial, legal and/or public relations repercussions for the YWCA.

SPECIAL CONDITIONS:

Essential duties require the following:  Ability to sit for extended periods of time in front of a computer, stand, bend and lift up to twenty-five pounds.  Ability to move furniture and supplies, with assistance, as needed.  Exposure to difficult situations and emotionally taxing client circumstances, including physical aggression and unpleasant living conditions, may be encountered.

************************************************************************ 

I have reviewed this job description and am aware that I may request a copy at any time.  I agree to carry out the obligations of this job description.

I understand that the YWCA reserves the right to revise or change this job description as the need arises.

________________________________________

________________________

Employee’s Signature





Date

_______________________________________

Employee’s Name (please print)
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