
JOB POSTING: 

 

 

BRAIN INJURY ASSOCIATION OF RHODE ISLAND 

 

The Brain Injury Association of Rhode Island (BIARI) seeks a Communications and Development 

Assistant in our East Providence Office, who will bring an energetic, creative, can-do attitude, 

excellent communication skills, and the ability to manage a CRM database.  This is an entry level 

full-time, exempt position.   This position that provides an excellent opportunity for a person looking 

to pursue a career in professional nonprofit fundraising to experience and contribute to all elements of 

the development process.  As a key member of our team, you will be responsible for organizing 

and maintaining all approved communications on behalf of BIARI, including, but not limited to, 

social media and website and for supporting the Chief Philanthropy Officer and Executive 

Director with planning, implementing and staffing events and meetings.  This will also 

incorporate donor relations, database management and reporting, as well as community 

outreach with key external constituents to foster and build relationships. Additionally you will 

coordinate donor stewardship mailings, acknowledgement letters and the like and prepare 

donor reports from the database management system and other sources, as appropriate, for 

internal analysis.  You should have a warm and outgoing personality, be self-motivated and 

capable of working independently as well as collaboratively in a fast-paced office environment.  

While your primary responsibility will be to act in a support role, an ability to solicit donations, a 

willingness to assist/develop a proficiency in grant-writing is a plus, as is working with and 

training volunteers.  As there will be consistent interaction with donors/prospects/volunteers, 

strong verbal and written communication skills are a must. A proficiency in Microsoft Office 

products, particularly Word, Excel and Powerpoint, is required. 

 

This is a wonderful opportunity to learn about and be mentored in an advancement/ 

development career.  If you have strong interpersonal skills, proficient computer skills, and 

good logistical, project management, and organizational skills and an interest in gaining 

experience and exposure to the field of communications and development, please send your 

letter of interest and résumé either by mail or email to: 

 

Debra Sharpe 

Executive Director 

Brain Injury Association of Rhode Island 

1017 Waterman Avenue  

East Providence, RI  02914 

Email: debra@biari.org 

mailto:debra@biari.org

