
 
 
 
 

JOB DESCRIPTION 

 

TITLE:  Development Associate 

REPORTS TO: Director of Development 

DATE REVISED: May 17, 2022 

 

DEI STATEMENT 

Friends of the Chicago River is committed to the principles of racial diversity, equity, and 

inclusion and we are working to ensure that we plan and execute our public policy and planning 

initiatives, projects, and programs in an equitable fashion and contribute to the creation of a just 

society.   

 

We strongly encourage people from underrepresented groups to apply. 

 

SUMMARY OF POSITION 

Friends of the Chicago River seeks passionate and detail-oriented applicants for a full-time 

exempt Development Associate. A successful Development Associate with Friends finds joy in 

administrative responsibilities and event coordination that support the development of our 

organization with a mission to improve and protect the Chicago River system for people, 

plants, and animals. In practice, ideal candidates exercise high attention to detail, and are 

extremely organized, punctual, and skilled communicators.  In passion, ideal candidates must 

be motivated to be a part of a team focused on environmental sustainability and community 

impact. Our vision is making the Chicago-Calumet River system one of the world's greatest 

metropolitan rivers. You will find the most joy in this position if you enjoy computer and 

financial work, are open to collaboration, comfortable taking direction as well as asking 

questions, engaging with people, and have a high level of integrity.  

The Associate reports to the Director of Development and works closely with and in support of 

other members of the development department, with program staff, Board and committee 

members, and members and supporters of Friends. 

 

CORE RESPONSIBILITIES 

 Ensure ethical and appropriate financial administration of all contributed income, including 

overseeing the donor and prospect records, processing gifts in an accurate and efficient 

manner, acknowledging donors, and working with the Business Office Manager to ensure 

payments are deposited and recorded without delay. 

 Serve as expert for Donor Perfect and provide training for all staff. Applicants need not 

have Donor Perfect experience necessarily, but must be comfortable undergoing training 

and effectively becoming the expert shortly after hire. Meticulously support our donor and 

sponsor network through data entry, writing and producing constituent letters, and creating 

financial reports.  

 Increase Friends’ outreach and impact by strong support in event coordination through 

either supporting or leading tasks related to database management, logistics, onsite staffing, 

staff planning, and detail tracking sponsor agreements and commitments.  

 Create value in volunteer and donor experience by supporting the development department 

in post-event acknowledgement letters, follow-up, tracking, and reports. 



 Engagingly help with the coordination of donor cultivation events throughout the year, 

including Friends’ fundraiser gala with more than 500 guests in attendance. 

 Create, update, and monitor all Weblink forms and vet the forms created by other 

departments. 

 Construct detailed queries and data retrievals for reporting purposes. 

 Analyze and synthesize data to prepare reports to track development goals and metrics. 

 Maintain development and major gifts program files, both electronic and hard copy. 

 Prepare aggregated mail merge lists for mass emails and mailed communications such as 

the newsletter.  

 Research prospective donors and grant opportunities. Assist in evaluation of prospect 

readiness and capacity for making a major gift. 

 Maintain a suite of reports and queries to provide timely and accurate data to help 

development team achieve donor engagement, solicitation, and budget goals. 

 Play a pivotal role with the Board and its committees by arranging and facilitating meetings 

and preparing reports, taking and preparing minutes, keeping records, and other tasks as 

needed that support the success of the Executive Director. 

 Serve as first contact for general phone and emails and direct all inquiries to appropriate 

staff or handle communication; greet visitors and provide a welcoming environment. 

 Provide general website informational oversight and updating as needed. 

 Other duties, such as general administrative support and other responsibilities that are 

cohesive with your skillset and the Development Associate role for the betterment and 

growth of the department as assigned. 

 

MINIMUM REQUIREMENTS 

 Demonstrated commitment to valuing diversity and contributing to an inclusive 

working and learning environment.  

 Commitment to maintaining good donor relations, confidentiality, and accurate records. 

 Must have excellent computer skills (MS Word, Excel, PowerPoint, and internet 

research) as well as basic accounting skills. 

 Willingness to work extended hours/days for occasional events and special projects as 

required. 

 Ability to work well with others as part of a team and to work independently. 

 

DESIRED CHARACTERISTICS & EXPERIENCE 

 Strongly motivated to make positive impacts to the environment and equitable opportunities 

for the Chicago-Calumet River Watershed.  

 Driven to excel as a team player, recognizing you are an important piece in a large puzzle 

seeking to improve the conditions of the Chicago-Calumet River Watershed and 

communities it touches.  

 Excellent communication skills, both written and oral.  

 Comfortable interfacing with the public in the office and in the field.  

 Excellent logic/problem-solving skills. 

 Personal enthusiasm, optimism, and humor, and comfort with creative processes and 

learning new things. 

 Process-oriented and capable of working efficiently while managing deadlines.  

 Strong experience with internet technology such as databases, online communication 

platforms such as Zoom, Microsoft Teams, etc. 



 Experience overseeing and managing databases, such as Donor Perfect or Raiser’s Edge, 

preferably in the development department of a non-profit organization. Familiarity with 

creating ad hoc reports from databases. 

 Two to three years of administrative and database experience, preferably in the fundraising 

and/or development field.  

 Strong organizational skills, ability to prioritize and manage multiple projects 

simultaneously and to meet deadlines. 

 Ability to strategically develop and analytically assess long-term plans, set objectives, and 

track progress towards achieving objectives. 

 Interest and enthusiasm for the environment and the Chicago River system in particular. 

 

WORKPLACE CONDITIONS 

While this position will primarily operate in an office setting with an open floor plan, Friends 

of the Chicago River recognizes the importance of work life balance. There is an opportunity 

for one remote day per week, as well as a discussion of flexible hours that are still supportive to 

the organization after a probationary period. Friends’ will be providing training for Donor 

Perfect, as well as general staff training and teambuilding opportunities throughout the year. 

Friends of the Chicago River is easily accessible via transit including CTA and train lines, and 

is directly next to the 290 onramp.   

Covid-19 Considerations 

Friends of the Chicago River follows City of Chicago and State of Illinois guidelines and CDC 

protocols and adapts the work place to reflect them. Safety protocols are required and sanitation 

products are abundantly available.  Proof of full vaccination is required. 

 

BENEFITS  
Friends offer excellent benefits including generous paid leave, medical and dental insurance, 

and a retirement match after two years of employment. The salary range is $45,000-$50,000. 

Friends of the Chicago River is an equal opportunity employer.  

 

APPLICATION PROCESS 

To apply, please email a resume and cover letter as a PDF file describing: 1) your interest in 

this position and 2) the ways in which you satisfy the qualifications specified above to the 

attention of Annie Hanrahan, Director of Development at jobs@chicagoriver.org.  

 

Please use the subject line: Development Associate. No calls, direct emails, or USPS mail 

please. Applications will be accepted until the position is filled. 

 


