
DEVELOPMENT ASSISTANT 

JOB DESCRIPTION 

Reporting directly to the Vice President (VP) the Development Assistant supports 

the Development team in servicing one of the most important missions in medical 

research: finding treatments for Alzheimer’s disease and other forms of 

dementia.  Responsibilities will be in three areas: 

Special Assistance to Vice President 

 Serve as the VP’s  administrative right hand in managing and coordinating 

all internal and external matters and communications  

 Prepare calendars and schedule appointments for the VP as well as the 

Director of Major Gifts as needed 

 Prepare VP with appropriate materials for all meetings, overseeing filing 

and organization of all documents, correspondence, etc. 

Overall Assistance to Development Team 

 Conduct prospect research as needed  

 Offer logistical support in meeting team deadlines related to a variety of 

team tasks and projects, such as quarterly reports, board meetings, and 

special events 

 Ensure filing systems are up to date and work with Database Manager on 

any relevant database entries and queries 

 Assist with event-related tasks and on-site event coverage as needed  

 Coordinate preparations for onsite and offsite meetings 

 Ensure orderly and organized workspace environment 

Member of Administrative Team 

 Attend bi-weekly Admin meetings and function as liaison to development 

team on administrative matters 



 Play key role in preparing board agenda and materials, venue 

arrangements, and collaborating with Senior Executive Assistant to the 

Executive Director  

 Handle VP’s incoming/outgoing mail and tracking daily donations 

 Provide office-wide phone coverage in conjunction with admin team  

JOB QUALIFICATIONS 

 1-3 years of administrative experience  

 1-2 years of fundraising experience preferred, ideally in a non-profit 

organization 

 Comfort level with  meeting regular deadlines under pressure 

 Ability to deal with high net worth individuals 

 Effective verbal and written communications skills (e.g., related to  donor 

phone communications and formal correspondence) 

 Strong work ethic, high energy and strong detail-orientation 

 Proficiency in Microsoft Office Suite: Word, Excel, PowerPoint and Outlook.  

 Experience with databases such as Raiser’s Edge preferred. 

 Ability to work independently and collaboratively in a fast-paced nonprofit 

environment, practicing sound judgement and ability to problem-solve 

 Excellent interpersonal skills and a team player, capable of interfacing with 

staff, external colleagues and donors 

 Resilience and flexibility to handle multiple and changing tasks as needed 

 Genuine interest in mission-driven organization 

 Undergraduate degree required 

 Documented experience in creating and achieving goals in academic, 

personal or work life 

Salary commensurate with experience 

 

 

 


