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JOB DESCRIPTION 

JOB TITLE: Resource Development Specialist REPORTS TO: Director of Marketing 

& Communications 

STATUS: Part time, Temporary (Texas or California); FLSA: Hourly/Non-Exempt; 

February – July 2024 Commensurate with Experience 

JOB PURPOSE: The Resources Development Specialist will focus on identifying, strategizing, and 

soliciting sponsorships for the 2024 NCL, Inc. Centennial Celebration in April 2025. This individual 

will actively fundraise on behalf of the organization. 

EDUCATION AND EXPERIENCE QUALIFICATIONS: 

• Bachelor’s degree in a related field required

• At least 2 years’ work experience in sales or sponsorship/event fundraising required

• Professional experience in non-profit role preferred

• Expertise in Salesforce; proficiency with technology desired

• Driver’s License required

An equivalent combination of education and experience may be considered if applicable and must be directly related 

to the functions and body of knowledge required to successfully perform the job. 

JOB KNOWLEDGE SKILLS, AND ABILITIES: 

• Excellent written and verbal communication skills

• Must be able to work independently and act professionally on behalf of the brand.

• Must be able to solicit sponsorships and financial support either in a face-to-face setting,

or by Zoom.

• Must understanding fundraising processes; including identification through stewardship

(moves management).

• Must handle confidential information and maintain donor confidentiality, abiding by the

Association of Fundraising Professionals’ Donor Bill of Rights

• Ability to engage with volunteer fundraisers and sponsorship committee.

• Attention to details and deadlines.

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

• Identifies potential sponsors based on sponsorship levels.

• Prepares proposals and initiates contact with sponsorship prospects working, if

necessary, with the event sponsorship committee chair and committee members.

• Solicit sponsors and maintain a healthy prospect list to ensure success.

• Negotiate proposals to their successful conclusion, including tailoring benefits to meet

the needs of larger prospective sponsors.

• Attend event committee meetings and provide updates.
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• Manage the acceptance and decline process, including administrative tracking,

acknowledgement and documentation.

• Assist with other revenue generation streams for the Celebration (e.g. Pop-Up store,

merchandise through an onsite Marketplace, underwriting of specific Centennial

Celebration program components).

• Meet weekly with the Director of Marketing and Communication to provide updates and

strategize on approach.

• Prepare written reports and updates for senior leadership and the NCL, Inc. Board of

Directors.

PHYSICAL DEMANDS: 

The physical demands described below represent those required to perform the essential 

functions of this job. Reasonable accommodations may be made for individuals with disabilities. 

Bending Crouching Kneeling Standing 

Carrying Feeling Lifting � Talking 

Climbing � Hearing Pushing/Pulling � Visual Acuity 

Crawling � Keyboard Use � Sitting � Walking 

Other: This position is in an office setting and is mostly sedentary. 

Please note: This job description is not designed to cover or contain a comprehensive listing of 

activities, duties or responsibilities that are required of the employee for this job. Duties, 

responsibilities and activities may change at any time with or without notice.  

Compensation Range: $24-$29/hr

Please apply by sending your cover letter and resume to: hr@nclonline.org




