
Heritage Hill State Park 
Development Associate 

 

Job Title:  Development Associate 

Department/Location: Development 

Reports to:  CEO 

Fair Labor Standards Act Status (FLSA):  Exempt, Salary 

Employment Status:  Full-time, 40 hours 

Revision Date: August 2019 

 
JOB SUMMARY  
The Development Associate is responsible for assisting with the planning, organizing, and directing of Heritage 
Hill’s fundraising efforts including, the major gifts program, annual membership, sponsorships, planned giving, 
fundraising events, and capital campaigns. The Associate works closely with the CEO and the Board of Directors 
in all development and fund raising endeavors.  
 
PRIMARY FUNCTIONS AND RESPONSIBILITIES 
The following are the primary/essential functions of the position, and are not all-inclusive.  
 
Cultivation/Sales: 60% of time 

 Oversee and manage fundraising events within the park. 

 In cooperation with the CEO, meet prospective donors and supporters on a continual basis to establish 
effective communications with them.  

 Assist in growing a major gifts program including identification, cultivation, and solicitation of major donors. 

 Responsible for grant seeking including research, proposal writing, and reporting requirements.  

 Assist with building a planned giving program with a focus on deferred gifts such as bequest expectancies. 

 Responsible for identifying and assisting in securing sponsors to help support all programming at Heritage 
Hill.  

 Maintain gift recognition programs for donors, members, and sponsors.  

 Coordinate and manage fund raising, cultivation, and stewardship events. 

 Handle all administrative details associated with the Fundraising Committee meetings (i.e. prepare and 
distribute notices, agendas, minutes, etc.). 

 Work closely with Heritage Hill CEO and Board of Directors.  

 Make public appearance/accept speaking engagements to share information about Heritage Hill with the 
community.  

 
Development Management: 30% of time 

 Responsible for the annual membership program, including mailings and annual fundraising drives and 
mailing of year-end appeal letters. 

 Oversee fundraising database and tracking system. 

 Ensure donors receive acknowledgement letters and other correspondence. Process all sponsor 
contracts/correspondence and gather necessary information from sponsors to ensure proper delivery of 
benefits.  

 Oversee creation of publications to support fund raising activities, i.e. correspondence, brochures, and 
packets for donations, sponsorships, annual report, and membership.   

 Is responsible for any donations requests that come to the park. Creating and printing of the donation 
passes, printing of complimentary passes, contacting person(s) making the request to coordinate pickup of 
the parks donation and recording on log. 
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Financial Management: 10% of time 

 Assist in the development of development budget.  

 Create monthly fundraising reports and other database reports to be presented monthly to the board as 
well as other possible reports. 

 Conduct preliminary research on prospective corporate, foundation, and individual donors. 

 Other duties as assigned by the CEO. 
 
MINIMUM QUALIFICATIONS: 

 Requires a minimum education of a Bachelor’s degree in related field or 5 years of experience in 
professional fundraising securing major gifts.  

 Excellent interpersonal and communication skills to include: verbal, written, presentation, facilitation and 
negotiation. 

 Good organizational and project management skills. 

 Possess the skills to work and motivate staff, board members, and other volunteers. 

 Ability to handle issues, troubleshoot problems and maintain poise under pressure. 

 Proven proficiency with web-based programming, on-line software applications and content management 
tools. 

 Proven proficiency with managing content flow and public interactions with Facebook and other social 
media sites. 

 Proficient with MS Office software (Word, Excel, Publisher, PowerPoint, etc.) and other software 
applications with ability to learn new technologies and systems. 

 Knowledge of Altru and/or donor management software a plus. 

 Highly organized, detail oriented, self-motivated and able to handle multiple projects simultaneously. 

 An enthusiastic, professional demeanor and positive, can-do attitude with desire to provide excellent 
customer service. 

 Valid driver’s license and transportation required. 

 Must be able to work a flexible schedule that includes nights, weekends (rotation of staff in charge duties) 
and some holidays. 

 Ability to lift 25-30 pounds regularly. 
 
Please apply by sending resume to accountant@heritagehillgb.org. 
 

Heritage Hill State Park is an equal opportunity employer 
 
 
 

mailto:accountant@heritagehillgb.org

