
Administrative Assistant - Development 
 

The Rhode Island Foundation is the largest and most comprehensive funder of nonprofit 
organizations in Rhode Island. Since 1916, the Foundation has aligned its fundraising, 
grant making, and civic leadership efforts to address Rhode Island’s most pressing issues 
and the needs of diverse communities. The Foundation is a dynamic, fast-paced 
workplace. Its dedicated employees are committed to creating positive change in Rhode 
Island. For more information, visit www.rifoundation.org. 

The Foundation is currently seeking an administrative assistant in our development 
department to provide top level administrative support to the senior vice president of 
development and development officers in a fast-paced department focused on 
fundraising and stewardship of donors.  

Primary responsibilities include: 

 Manage calendars and prioritize commitments for the senior vice president and 

four development officers, and prepare materials and information for their 

meetings 

 Handle all incoming calls to the department from internal and external 

stakeholders, including staff, donors, prospects, and professional advisors  

 Handle all incoming mail to the department and scan relevant documentation 

into Foundation database systems 

 Prepare development officers for donor and prospect meetings, and provide 

logistics support for Professional Advisory Council, firm presentations, 

professional advisor seminars, etc. 

 Perform other administrative work, including correspondence and report 

preparation, budget tracking, and expense processing 

College degree or administrative professional certification strongly preferred. A 
minimum of five years of professional administrative experience supporting senior 
leaders required. Experience with customer database programs and proficiency in 
Microsoft Outlook and calendar scheduling, Word, Excel, and PowerPoint required. 

 

The ideal candidate should be committed to prompt and accurate customer service and 
have excellent organizational, interpersonal, and written and verbal communication 
skills; and the ability to prioritize work, adjust to multiple demands, multitask, and 
complete tasks in a timely manner. We are seeking a team player passionate about the 
Foundation’s mission and vision for Rhode Island. 
 
The Rhode Island Foundation encourages a diverse work environment and is an equal 
opportunity employer. We offer excellent benefits and a competitive salary. 
 
To apply, please email your resume, cover letter, and salary requirements to Frank 

http://www.rifoundation.org/
mailto:fcerilli@rifoundation.org


Cerilli, Vice President of Human Resources, at fcerilli@rifoundation.org, by August 31, 
2018. 
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