
 
 

                      
 

 

 

 

Job title Development Assistant 

Reports to Director of Development 

 
 
Position Overview 
 
The Development Assistant reports to the Director of Development and Annual Fund & Special Events 
Manager and is a vital role in the Development Department. This position requires strong communication 
and customer service skills, database and project management expertise and a keen attention to detail.   
 
 
Duties and Responsibilities 

 
 
Fundraising Support: 

 Provide all daily gift entries for development initiatives-including but not limited to annual and 

capital campaigns, in-kind donations, sponsorships, grants, and special events--using the Little 

Green Light (LGL) data system, or its functional equivalent, to enter gifts and pledges.  

 Maintain accurate, complete and up-to-date donor records in LGL 

 Maintain security and accuracy of confidential files using best practices 

 Prepare timely acknowledgements (within one week) for all Cape Arts & Entertainment 

donations. 

 Monitor and maintain records of all pledges and pledge reminders 

 Reconcile weekly entries to deposit slips, credit card transactions and electronic transactions. 

 Maintain confidential work files and donor information using best practices. 

 Prepare and distribute various reports and dashboards as directed. 

 Prepare annual audit reports as requested by Finance. 

 Monitor inventory of solicitation and development materials. Prepare and update 

communications including correspondence and materials. 

 Using moves management, provide Conservatory Executive Director (ED) with information 

concerning identity, solicitations, and giving history of CA&E donors and potential donors 

identified as Conservatory focused; provide Conservatory ED with frequent donor updates. 

 
Grant Support: 

 Ensure team compliance with and adherence to all CA&E policies and procedures related to the 

grant making processes.  

 Interact periodically with other staff, grantees, auditors, vendors, and external partners.  

 Maintain schedule of grant deadlines, awards and reporting requirements and communicate this 

information with appropriate departments. 

 Ensure proper recognition and reporting according to grant requirements. 

 Prepare and disburse grant correspondence and grant reports in an accurate and timely manner. 

Oversee grant spreadsheets and report on outcomes.  

 Create and maintain grant files, both digital and paper, that meet legal, auditing, and CA&E 

requirements.  

 Report accurately on grants status to Development Director. 

 



 

 

 
 

 
 

 
Other Duties: 

 Participate in cultivation and Symphony Concert operations as directed which requires working 
occasional nights and concert weekends 

 Manage and assist volunteer positions at Symphony concerts by posting and filling positions in 
volunteer database and providing direction to volunteers as needed.  

 Assist in development functions, special events and fundraisers as needed, including on weekends 
and during evenings 

 Maintain the highest level of professionalism and discretion in donor relationships. 

 Complete other projects and duties as assigned. 

 Work towards the goals of the current Cape Symphony and Conservatory’s Strategic Business 

plan. 

 
 
Qualifications 
 

 1-2 years of development department experience, and preferably with grants administration 
experience. 

 Proficiency in database management including data entry and reporting 

 Extensive computer knowledge including use of Microsoft Word, Excel, Google docs and Drop 
Box 

 Ability to function in a fast-paced work environment and adjust to competing priorities. 

 Strong ability to cooperate and work collaboratively with the team. 

 Ability to engage in a direct and truthful manner and understand the importance of discretion 
and confidentiality; ability to present accurate and appropriate information. 

 
 
Working conditions 
 
This position is 40 hours a week and requires evening and weekend availability for all Cape Symphony 
performances and additional special events throughout the year.  
 
Physical requirements 
 
Required to stand for extended periods of time during Symphony concerts and special events and 
occasionally lift heavy objects. 
 
 
 

 
How to Apply:  
Email resume and cover letter to: Lisa Keller, lkeller@capesymphony.org. NO PHONE INQUIRIES.  
 


