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Full Time Development Assistant

Organizational Overview
The Jewish Federation and Jewish Community Foundation are 501c3 organizations that strengthen Jewish life, provide assistance to people in need and at risk, and ensure the future through the building of endowments for our partner agencies.
Position Summary

The Development Assistant is responsible for supporting the Development Office of the Jewish Federation and Jewish Community Foundation.

Scope and Impact

The Development Assistant plays a vital role as part of the development team by providing support and assistance in fundraising and marketing activities including donor database management, development of collateral materials as well as logistical support for events and programs as needed.

Principle Responsibilities

· Assist in the development of invitations and other collateral materials for the Federation and Foundation

· Maintain E-Mail and Direct Mail marketing, website and social media

· Assist with monthly publication

· Help maintain Donor Database

· Provide logistical support for events and meetings as needed

· Assist in management of donor relations and customer service

Job Qualifications:


Education:

· BA/BS Degree

Skills:

· Extensive proficiency in Microsoft Office Suite

· Some graphic design experience preferred

· Excellent communication and writing skills

· Database experience- Raiser’s Edge knowledge a plus

Characteristics:

· Works effectively as part of a team

· Able to multi-task and report to more than one person

· Ability to work flexible hours including the occasional evenings and weekends for events and meetings

· Strong attention to detail

· Excellent interpersonal skills

· Ability to take initiative 

· Detail Oriented

· Extremely Organized

Please send cover letter and resume to Anna Shabtay at ashabtay@jewishlongbeach.org.  No phone calls please. 
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