National Priorities Project

Job Description
Development Associate (Half-Time)
 
OBJECTIVE

The National Priorities Project (NPP) is seeking an experienced person who can bring creative talent and a commitment to social justice to building NPP's individual donor base. The Development Associate will work with Development Director and the Development Committee (made up of board, staff and volunteers) in developing and implementing new strategies for reaching new donors outside of western Massachusetts. S/he will also be responsible with the Development Director for maintaining and deepening relationships with current donors. 
 
 
BACKGROUND
The National Priorities Project is a national, non-profit organization whose mission is to provide citizen and community groups with tools and resources to shape federal budget and policy priorities, which promote social and economic justice. NPP shows the state and local impact of federal tax and spending priorities through information on its website, publications, and the NPP Database. NPP works with national, state and local grassroots groups on a broad range of issues, including military spending, fair taxes, education, environmental protection, health care, hunger, housing and labor. 
For more about NPP go to: www.nationalpriorities.org.
  
RESPONSIBILITIES
 
            1.     Help devise and implement the best strategies for expanding NPP's individual donor base.


2.     Manage a portfolio of major donors and prospects.
3.     Assist organization in meeting annual fundraising budget 
4.     Direct and/or assist in special events such as house parties and the NPP Fall Party. 
5.     Participate in the development of resources for donors including the newsletter, direct mail, brochure, annual report, etc.
6.     Oversee the gift entry process including donor record-keeping and follow-up. 
7.     Aid in the planning and funding of a national direct mail campaign.
8.     Help review and implement a long-range development plan.
9.     Other duties as assigned.
 
QUALIFICATIONS
Required:

1.     Minimum of 2 years experience in individual fundraising.
2.     Excellent oral and written communication skills.
3.     Detail oriented with excellent organizational skills.
4.     Computer literacy in Windows environment.
5.     Ability to use the Internet for research and communication.
6.     Experience with recruiting and supervising volunteers.
7.     Self motivated and demonstrated teamwork skills.
8.     Experience in using donor software.
9.     Driver's license since some travel is required.

Preferred:
1.       Bachelors Degree
2.       Experience with Planned Giving
3.       Experience with the Raiser's Edge Fund Raising Software
 
 
SUPERVISORY STATUS - This position reports to the Director of Development.
 
 
HOURS AND COMPENSATION
This position is a half-time position of 20 hours per week. The position includes individual health and dental with benefits pro-rated. Staff receive pro-rated: 10 sick days, 12 vacation days, 12 holidays

(2 floating) and 3 personal days, with vacation days increasing after the first three years. Other benefits are elaborated in the NPP's Personnel Policy. Pay is commensurate with experience. 
 
 
HOW TO APPLY
Please send your resume and cover letter, and the names and phone numbers of two references. 
Regular mail is preferred, though applications will be accepted via fax or e-mail. 
 
 
DEADLINE
All requested materials - cover letter, resume, and a minimum of two work-related references - are requested to be submitted by Thursday, June 7. Early submission is highly encouraged.
 
The position will remain open until filled.

 
Philip Korman
Director of Development
National Priorities Project

17 New South Street, Suite 302
Northampton, MA 01002

philk@nationalpriorities.org
413-584-9556 
FAX: 413-586-9647
                                                                                                                         
NPP is committed to a multicultural staff. People of color are strongly encouraged to apply. 
 
