
Assistant Director of 
Development 

 
 

 
FLSA Status: 

  
Exempt 

Pay Level:  TBD 
Reports to:  Director of Development 
Last Revision Date:  September 10, 2021 

 

Position Summary:  
 

This position is a critical role in the development of fundraising strategy, content, materials and events 

to help Springbrook reach its target audiences, meet and exceed fundraising goals, attract and retain 
donors and promote the organization in a positive fashion. The ideal individual will have the ability to 
exercise good judgment in a variety of situations, with strong written and verbal communication, 
administrative, and organizational skills, and the ability to maintain a realistic balance among multiple 
priorities.  
 
Springbrook’s development team maintains a hybrid schedule, working both in the office and in a 
remote setting. Therefore, the candidate must have the at-home infrastructure to function in a remote 
environment but also have the ability to report regularly to the office. The candidate must live in 
Springbrook’s 14-county service region. 
 
To protect the safety of the individuals we support and staff, Springbrook requires new employees to be current on 
all recommended vaccinations, including but not limited to: COVID-19. 
 
Principle Duties and Responsibilities: 
 

 Work with the Director of Development to set performance goals for soliciting and stewarding the 
annual fund, and strategies to achieve them. 

 Organize annual fund solicitations, including timing and nature of appeals {hard copy & online}, 
writing copy and working across the organization and with outside vendors {as necessary} to 
manage all aspects of production. 

 Manage a small portfolio of current and prospective annual fund donors. 

 Oversee and administer The Springbrook Scholars program. Duties include but are not limited to 
soliciting and stewarding scholarship donors, overseeing the scholarship recruitment and selection 
process, plan and execute recognition events.   

 Act as the primary contact for The Springbrook Pooled Trust. Duties include working with families, 
individuals and program staff to educate, enroll and manage account activity.  

 Work with the Executive team, program and fundraising staff on all aspects of the grant process 
including but not limited to research, pre-award administration and proposal writing. The successful 
candidate will be both an assist and a lead on grant opportunities as appropriate.  

 Assist program and the finance department on post-award grant management and stewardship. 

 Work closely with the Director of Development to plan and execute fundraising and stewardship 
events. 
 

Performs other duties as assigned by the Director of Development.  
 
 

 
Qualifications, Skills and Knowledge Requirements:  
 

 Bachelor’s Degree required. Master’s preferred. 

 Minimum 5 years’ experience in a similar work environment preferred with sound knowledge of the 
nonprofit sector.  

 Forward-looking thinker, who actively seeks opportunities and proposes solutions.  



 Energetic and passionate professional with creative ideas and strong desire to fulfill Springbrook’s 
mission.  

 Organization, attention to detail, and ability to balance multiple projects.  

 Must be able to work diligently and accurately, especially during critical periods of high volume 
during fiscal year end (June-July) and calendar year end (December-January) to meet prescribed 
daily, weekly and monthly deadlines. 

 Emotional maturity. 

 Proficiency in or knowledge of using a variety of computer software and e-mail applications, 
especially Microsoft Excel, Outlook and Word; have the aptitude to learn other computer software 
as necessary. 

 The ideal candidate will have experience using donor database software (specifically Raiser’s 
Edge).  

 Qualified applicants must also possess the ability to work collaboratively and independently across 

the organization and with outside constituents and funding agencies in order to meet deadlines and 

achieve goals. 

 Meet the requirements to drive Springbrook vehicles as required.  

 

Based on your understanding of the duties of the job you are applying for, are you able to perform 
these duties with or without accommodation?  ____Yes ____ No 
 
This document describes the position currently available. It is not an employment contract. Springbrook 
reserves the right to modify job duties or job descriptions at any time. 
 
_________________________________        _______________________________          ________ 
Name (please print)           Signature                                                              Date 
 
To apply for this position, click here.   

 

https://us62e2.dayforcehcm.com/CandidatePortal/en-US/springbrook/Posting/View/11348

