Job Description
Job title

CINC

Development Associate (Temporary)

Reports to

President / Interim President

Classification

Exempt

Job Purpose
The Development Associate contributes to the vitality of the organization by brining in funds and
in-kind contributions from individuals, corporations, businesses, foundations, and governments
to support the goals of California Indian Nations College (CINC) and its Foundation. This
position handles a variety of tasks related to institutional and individual giving. Much of the
day’s work is spent establishing and managing relationship with prospective and current donors
while researching additional ways to bring in funds or in-kind contributions.
Duties and responsibilities
REPRESENTATIVE DUTIES
1. Create and manage a donor database for philanthropic requests, pledges and
contributions.
2. Respond to queries from prospective donors and engage benefactors for appeals.
3. Conduct research, analyze data, and compile reports on current or prospective donors.
Provide biweekly reports to the Administrative team.
4. Research grant guideline and draft proposals.
5. Create and publish donor materials like invitations, solicitations, and newsletters.
6. Partner with the Administrative Team and CINC Foundation members to develop and
transform ideas into donor appeals or grant proposals.
7. Create narrative templates to support standardization of content for grant applications.
8. Work with Finance colleagues to gather information necessary to prepare budgets for
requests or reports.
9. Conduct onsite tours with prospective donors to promote awareness of CINC’s academic
environment.
10. Assist with other fundraising projects and other duties as assigned.
Knowledge and skills
KNOWLEDGE AND ABILITIES
The Development Associate is under general supervision within a framework of established
procedures and is expected to provide a variety of duties with minimal assistance. The
Development Associate may be accompanied during off-site donor solicitation activities by the
supervisor.
Candidates should possess strong writing abilities and be detail oriented. It is essential to have
good interpersonal skills and maintain a level of professionalism for interacting with donors,
members and volunteers. Relationship-building is also a key component of this job.
Must be able to handle multiple assignments, meet deadlines, and monitor and meet revenue
generation goals.

