
 

Nassau County Museum of Art ● One Museum Drive ● Roslyn Harbor, NY 11756 

 

Development Associate  

Reports to the Director of Development 

 

The Development Associate is an indispensable member of the Development team, along 

with a membership manager and grant writer. The Development Associate will work closely 

with the Development Director on fundraising efforts: special events, appeals, individual gifts, 

sponsorships, and stewardship. 

 

Responsibilities include: 

 Data entry management: In Altru database track all gifts, event income and expenses, 

event attendees and process acknowledgement letters for all donors and members. 

 Create queries from Altru database to produce prospect and mailing lists and revenue 

reports for various activities. 

 Manage and coordinate fundraising events, projects and campaigns under the 

supervision and direction of the Director of Development. 

 Record minutes of event committee meetings and manage correspondence with 

committee members. 

 Secure event gifts: such as in-kind donations for raffle prizes, auctions through mailings and 

follow-up phone calls/emails. 

 Work with graphic designer and print house to create invitations, Event Journal, 

promotional pieces, and signage for specific events. 

 Create e-vites and e-blasts for event promotion through e-marketing software Hatchbuck.  

 Contribute to the development of an Annual Appeal Mailer; create mailing lists, process 

donations and acknowledgements for the Annual Fund, while tracking revenue.  

 Update development info on Word Press website and collaborate with other staff on 

social media postings for development activities. 

 Process mail for the Development Department on a daily basis. 

 Support Museum administration with necessary documents during annual audit. 

 Perform other duties and projects as assigned including, but not limited to, coverage at 

the Museum’s Admission Desk and telephone reception. 

Qualifications 

 Proficiency in all aspects of a Development Office, 1-2 years development and/or special 

events related experience preferred.  

 Highly analytical, detail oriented with excellent communication skills and courteous, 

professional demeanor. Enthusiastic collaborator and team player. 

 Strong written and oral communication skills. 

 Must be extremely proficient in Microsoft Office Suite. Graphics skills a plus. 

 Proficient in database management. Raiser’s Edge or Blackbaud Altru database 

experience a plus. 

 Minimum Bachelor’s Degree required. 

Position and Benefits 

 Part time position, 21 weekly hours with occasional evening hours and weekend work 

required for Museum events and exhibitions openings. 

 Paid sick time accrual and availability begins after 90 days of service. 


