
 

 
 

 

 

Cornerstones of Care seeks an organized, ambitious problem-solver, who is 
friendly and customer service oriented, and who is passionate about helping 
children and families in the our community, through special event fundraising 
to support our mission of partnering for safe and healthy communities! 
 

Cornerstones of Care is a behavioral healthcare organization providing prevention, 
treatment and support services to children and their families. The children we serve 
have all experienced some kind of trauma through no fault of their own. Trauma 
resulting from abuse or neglect, witnessing or experiencing violence in their 
community or from being separated from a loved one.  
 
Cornerstones of Care helps 17,000 children and families each year in Kansas, 
Missouri, and beyond, through youth & family support services, foster care & 
adoption, and education & training.  
 

The Development Specialist is part of the 10-member Development Team, which 
raises $3.5 million annually in support of the agency’s mission of partnering for safe 
and healthy communities, through public support, charitable grants and special 
events.  

 
The Development Specialist-Special Events position is responsible for assisting the 
special events team with executing signature and third-party events, with a focus on 
customer service, event registration, on-site event check-in management and special 
event auctions.  
 

 
Auction Support: 

 Solicit, inventory and categorize silent auction donations for the Spirit Gala. 

 Brainstorm and creatively solicit new items for the live auction at the Spirit Gala. 

 Enter all items to in event software. 

 Solicit additional silent auction and raffle prizes for other events as needed. 
 
Registration/Check-out Lead: 

 Lead and manage the check-in and check-out process at all special events. 

 Prepare programs and/or bid paddles with bid numbers. 

 Prepare name tags for events as needed. 

 Input attendee names and contact information into event software. 

 Manage volunteers assisting with registration/check-out. 

 Distribute all auction items to winners with assistance from volunteers. 



 
 
Gift Management/Stewardship: 

 Solicit sponsorships and donations for special events. 

 Work with Database Specialist to ensure all gifts are entered in Raiser’s Edge 
post-event. 

 Manage sponsorship and donor invoices for pledges and track outstanding 
pledges to ensure payment is received in a timely manner. 

 Assist with Raiser’s Edge donor data and gift entry. 

 Develop and steward relationships with agency supporters. 

 Manage sponsor mailings. 

 Assist in securing sponsorship and event donations for the agency. 
 
Misc: 

 Participate in event committees.  

 Assist with event timelines and logistics for special events. 

 Inventory event supplies. 

 Set up and breakdown special events. 

 Ensure volunteer and community engagement experiences reflect our 
commitment to our trauma-informed approach to care, the Sanctuary Model, and 
Cornerstones of Care’s WIDE Initiative (Welcoming, Inclusive, Diverse, Equitable) 
and help create a network of diverse volunteers, volunteer groups and positive 
experiences for all special event attendees. 

 Utilize technology to generate relevant reports, develop appropriate tracking 
mechanisms, and record all relationship information in Raiser’s Edge and any 
other required database appropriately, accurately and timely. 

 Assist with other duties and fundraising tasks as assigned.  
 

 Proficient with various software programs, including Microsoft Office and Raiser’s 
Edge. 

 Knowledge of local fundraising landscape. 

 Knowledge of basic donor engagement opportunities.  

 Knowledge of special event auction platforms and creative auction strategies.  

 Basic understanding of HIPAA regulations. 
 

 Proven ability to build and sustain trusting relationships with a variety of people. 

 Ability to network effectively with both internal staff and external relationships. 

 Must be highly organized and accountable with ability to manage multiple 
projects on multiple sites.  

 Excellent verbal and written communication skills. 

 Outgoing personality with experience and comfort interfacing with the public and 
program staff.  

 Comfortable working directly with population served by Cornerstones of Care. 

 Must be able to lift items weighing over 15 pounds on occasion or seek assistance 
with lifting items from management, staff or volunteers. 

 

Education Level: Bachelor's Degree preferred.    
Years of Experience: 3 to 5 years experience in writing and/or in non-profit 
development preferred. 
 
In addition to the above requirements, incumbent must: 

 Complete Sanctuary training in a timely manner; 

 Have a valid driver’s license and proof of current vehicle insurance; 



 
 

 Follow all agency policies; 

 Be able to pass State Abuse, Neglect and criminal background checks; 

 Be able to carry out the essential functions of the position with, or without, 
accommodation.   

 Perform all job duties in a manner which demonstrates a commitment to 
Sanctuary values and practices. 

 Demonstrate awareness and understanding of cultural and ethnic diversity of 
clients, staff and other community partners. 

 Be able to show proof of COVID-19 vaccination 

 Other duties as assigned. 
 

 Ability to perform a range of physical motions including, but not limited to: 
o Lifting and carrying up to 15 lbs 
o Standing, walking, sitting for long periods of time 
o Kneeling, squatting and stooping 

 

 $37,731.44 - $48,551.30 annually 

 Starting salary depends on education and experience. 

 Director of Special Events  
 

 None 
 

 Please visit: https://www.cornerstonesofcare.org/about-us/Join-Our-Team/Job-
Openings  

 The Development Specialist-Special Events position posting is listed under the 
Gillis Campus location.  
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