
 
JOB POSTING 

 

RESPONSE REQUESTED BY: Monday, January 27, 2020 
TITLE:     Development Associate 

DEPARTMENT:    Development 

REPORTS TO:    Director of Development 

 

 

 

SUMMARY OF POSITION 

 

The Development Associate is responsible for assisting with and supporting fundraising operations, 

reports to the Director of Development and will work with a team of other Development staff. The 

Development Associate will be expected to focus on the continuous connection and cultivation of new 

donor relationships, event planning and execution, volunteer coordinating, grant writing and special 

projects. 

 

 

SPECIFIC DUTIES AND RESPONSIBILITIES 

 

1. Develop, solicit, and manage appropriate targeted candidates or organizations for financial or gift-

in-kind support. 

 

2. Cultivate, solicit, and maintain mid-major gifts and donors. 

 

3. Actively manage key relationships with donors to sustain and upgrade giving levels of a 

designated amount. 

 

4. Responsible for coordinating with other Development Team members in idea generation, strategic 

planning, fundraising campaigns, donor acknowledgement letters, lead letters, and other 

promotional materials related to development and fundraising efforts. 

 

5. Cultivate grant opportunities as assigned by Director of Development. 

 

6. Speak on behalf of or represent Bethesda Mission at churches, corporate meetings, organizations, 

etc. as requested. 

 

7. Maintain and expand the donor database to include management and biographical 

information for reporting.  

 

8. Assumes other duties and responsibilities as mutually agreed upon. 
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QUALIFICATIONS 

 

1. Provides a biblically sound testimony of having accepted Jesus Christ as Lord and Savior and leads 

a life worthy of that profession. Actively engages in private and corporate prayer, Bible Study, 

regular church attendance, and holy living. 

 

2. Agrees with and carries out responsibilities in accordance with the Mission’s policies that are 

included in the Bethesda Mission Directives, the Bethesda Mission Code of Conduct, the Bethesda 

Mission Statement of Faith, the Bethesda Mission Document on Sexual Sin and Brokenness, Value 

Statement and Narratives, and the Mission Statement. 

 

3. Exhibits spiritual maturity and a heart of compassion and caring toward the homeless and 

hurting, and is passionate about ministering life transformation in a multi-ethnic urban ministry 

setting. 

 

4. A Bachelor’s Degree is preferred with a combination of 3-5 years’ experience of 

management responsibilities in fundraising, marketing, or non-profit management. 

 

5. Presents a history of stable and responsible employment with experience networking with high 

profile professionals and entrepreneurs. 

 

6. Must have the ability to energize relationships through working with development team on 

existing campaign programs and strategically developing new ways of identifying donors/gifts. 

 

7. Demonstrates excellent interpersonal communication, networking and leadership skills portraying 

a professional, business-like demeanor and a consistent witness for Jesus Christ. 

 

8. Must be comfortable and effective in public settings representing Bethesda. Also having the 

ability to effectively present information to top management, public groups and boards of 

directors. 

 

9. Must understand and be willing to work with the understanding that raising funds is the 

primary objective. 

 

10. Possesses the ability to work well with a team or collaborate with outside agencies. Must 

possess a high degree of commitment to confidentiality. 

 

11. Works independently with minimal direct supervision toward meeting assigned 

responsibilities and overall goals.  Highly organized and detail-oriented. 

 

12. Requires computer knowledge with familiarity with Microsoft and Raiser’s Edge NXT or 

possess the willingness and ability to learn. 

 

13. Must have the ability to work flexible hours as needed, including occasional holidays and 

nights. Must also possess the ability and willingness to travel and network often within 

Harrisburg and surrounding areas. 
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PHYSICAL DEMANDS/WORK ENVIRONMENT 

 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

Works in office areas as well as throughout the facility and travels to other Mission facilities and 

surrounding locations as required. Sits, stands, bends, lifts, and moves intermittently during working 

hours. Interacts with staff, visitors, etc., under all conditions/circumstances. May be required to work 

extended periods of time at a computer requiring repetitive motion. Infrequent light physical effort 

required. 

 
 


