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POSITION SUMMARY  
The Senior Associate, Development, at Community First Fund is charged with supporting all 
aspects of the organization's fundraising, grant writing and investor development activities in 
order to meet goals set forth in Community First Fund’s Strategic Plan and Annual Capitalization 
Plan. The Sr. Associate is responsible for ensuring that grant and investment applications are 
developed and issued according to department plans.  In addition, the Sr. Associate supports 
the department in managing contributor relations. The Senior Associate reports to the 
Development Director.  
 
QUALIFICATIONS 

1. Bachelor’s degree in a relevant field such as Business, Fund Development, Human 
Services, or equivalent experience. 

2. A minimum of five years direct experience in fundraising; capabilities in grant research 
and writing, including the varied approaches required for governmental, foundation, 
corporate and individual fundraising.  

3. Knowledge of public and private sources of funding/lending in PA and nationally, 
especially those related to affordable housing and economic development. Ability to 
develop and deepen relationships with donors over time.  

4. Excellent verbal and written communications skills. Demonstrated ability to express 
thoughts and ideas clearly and concisely, verbally and in writing, including writing and 
editing original material and the materials of others.  

5. Excellent funding research and analytical skills.  
6. Ability to work with senior-level managers and other colleagues in a professional 

manner, and to coordinate and prioritize projects across various departments to meet 
objectives within in specified deadlines.  

7. Demonstrated ability to effectively manage a high level of detail in a deadline driven 
team, with ability to prioritize competing requests in an efficient and effective manner. 

8. Strong analytical and problem solving skills; excellent judgment and the ability to make 
sound decisions within the scope of the position. 

9. Self-motivated individual with a high level of initiative. 
10. Demonstrated ability to work effectively and form relationships with diverse 

stakeholders, board members, investors, external contacts and other professionals. 
11. High level of proficiency with Microsoft Products and the ability to work within database 

applications. 
12. Commitment to working with low-income communities and working with low-wealth 

individuals, especially women and Persons of Color is required.  
 

RESPONSIBILITIES 
1. Works with department team to implement the organization’s fundraising strategy, and 
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annual operating plan to meet goals set forth in the Strategic Plan ensuring an 
appropriate balance of operating funds and loan fund resources, including loan 
investments and loan equity. 

2. Works with the development team to ensure that Community First Fund has sufficient 
funding from a diverse set of resources including but not limited to public and private 
sources, corporations, foundations, individuals, and governmental agencies. 

3. Expands and maintains relationships with major foundations, corporations, government 
agencies and individual donors. 

4. Researches, strategizes and prioritizes fundraising opportunities. 
5. Manages the annual contributions from banking institutions. 
6. Individual donor cultivation including research, outreach and relationship management. 
7. Oversees the social impact investment program including the identification and 

relationship management of individual investors. 
8. Supports the grants management and program implementation processes including 

internal communication and program rollout especially for those opportunities that 
require interdepartmental support. 

9. Supports the monthly Development Committee meeting; creates and distributes all 
meeting materials as required by committee protocol procedures. 

10. Maintains an accurate and up to date organizational database system for effective 
stewardship of donor and investor relationships.  

11. Perform other organizational duties, as assigned. 
 
The Senior Associate, Development, is expected to work a 40 hour week, as described in 
the Personnel Policies. Normal office hours are 8:30 a.m. to 5:00 p.m.  In addition, from 
time to time the Senior Associate may be expected to attend community events, out-of-
town conferences and represent the organization in addition to this normal schedule.  
 

Physical Demands 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

1. While performing the duties of this job, the employee is frequently required to stand, 
sit, talk and hear. 

2. The employee is frequently required to move about the office; use hands and fingers to 
feel, handle, or operate office equipment.  

3. Specific vision abilities required by this job include close vision and the ability to adjust 
focus.  
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Work Environment 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 The work is performed primarily in an office or client business setting. The noise level in 
the work environment is moderate. 

 Travel in a wide geographic area is required approximately 25% of the time.  Employee 
must hold a driver's license and be able to travel outside of the office for meetings, 
conferences, and other job-related commitments. 

 From time to time attend community events and other meetings, out-of-town conferences and 
represent the organization in addition to the normal work hours. 

 
The duties listed above are intended only as illustrations of the various types of work that 
may be performed. The omission of specific statements of duties does not exclude them from 
the position if the work is similar, related or a logical assignment to the position. 
  
The job description does not constitute an employment agreement between the employer 
and employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
 


