
 

 
 
 
 
 
 

 

 POSITION DESCRIPTION 
    
POSITION TITLE:   Development Assistant DEPARTMENT: Development 
 
CLASSIFICATION:   Hourly -Non-exempt APPROVED BY:   

 

 
REPORTING RELATIONSHIPS 
 

POSITION REPORTS TO: Chief Development Officer (CDO) 

POSITIONS SUPERVISED: None 
  
 

POSITION PURPOSE 
 
Provides overall support to the development department and the CFO by undertaking administrative tasks as 
needed, Including but not limited to, donation entry, acknowledgement letters, mailings, answering phones as 
needed, general data entry, and assistance with grant and special event needs, and assisting with overall 
fundraising process of donor cultivation and appreciation..  
 

 
ESSENTIAL FUNCTIONS  

 
Administrative: Check emails, voicemail, run credit cards (from pledges, mail, on-line and phone), fill out daily 
donation sheet for credit cards/mailed-in donations, meter outgoing mail, assist with inter office forms and data 
entry, printing and mailing of letters, change addresses and/or take off mailing list as requests received, help with 
grant forms and special events as needed, shredding, filing, order lunches for meetings as needed, provide 
backup office relief, manage multiple calendars, and ordering pet tiles and plaques. Monitor inventory of 
administrative paper needs, envelopes, letterhead etc, 
 
Data entry: Enter donations into donor database and financial systems for all private contributions to the Kansas 
Humane Society, including but not limited to Lockbox, daily checks/cash, adoptions and admissions departments, 
special events, in-kind, manual and on-line credit card transactions as needed. Also complete contact updates, 
“do not solicit” attributes and other data management tasks. 
 
Acknowledgement letters: Runs mail-merged donor acknowledgement letters daily, proofing and preparing 
them for CEO’s signature. Uploads updated master letters to donor database each quarter. Monitors and 
oversees process of volunteers preparing letters for mailing so that they are dispersed in a timely manner. 
   
Team interaction: Actively supports staff, board members and other volunteers to advance KHS goals and 
mission. Successfully functions as part of the development team, assisting co-workers in urgent duties that may 
be outside of the job requirements. Represents KHS in a professional and courteous manner at all times.  
Provides quality service to clients, volunteers, and staff, recognizing their individual contributions to the success of 
our organization. 

 
 



 

QUALIFICATIONS 

 
EDUCATION/CERTIFICATION: High school diploma or equivalent required; Current drivers’ license required. 

    
EXPERIENCE PREFERRED: 1-2 years’ experience in administration preferred but not required. 
 
REQUIRED KNOWLEDGE: Computer proficiency in a Windows and Microsoft environment, Excel and Word 
experience required. Experience with Raiser’s Edge and QuickBooks a plus. 
 
SKILLS/ABILITIES: Excellent organizational skills, written skills and attention to detail are required. Ability to be 
self-motivated and disciplined. Ability to perform well with minimum supervision, follow directions, be task-focused 
and handle multiple projects at the same time.  
 
 

 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
 
TALKING: Ability to speak effectively and communicate clearly.  
 
AVERAGE HEARING:  Able to hear average conversations.  
 
REPETITIVE MOTION:  The employee is regularly required to type, stand, sit, kneel, and squat. 
 
FINGER DEXTERITY:  The employee is regularly required to use hands to type. 
 
AVERAGE VISION: Specific vision abilities required by this job include close vision, color 

vision, peripheral vision, depth perception and ability to adjust focus. 
 
PHYSICAL STRENGTH: Occasionally lift and/or move up to 40 pounds. May also walk or sit for long periods 

    of time. 

 

 

WORKING CONDITIONS  
 
General office environment. Surroundings may be noisy at times. Adequate lighting. Employee and shelter 
animals often are in office space. 

 

 
MENTAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
 
REASONING ABILITY: Make decisions independently, must have respect for the human/animal 

bond. Ability to deal with a variety of variables under only limited 
standardization.  

 
MATHEMATICS ABILITY: Ability to add, subtract, multiply and divide in all units of measure using 

whole numbers and common fractions.  
 
LANGUAGE ABILITY: Ability to read, analyze, and interpret documents. Ability to communicate clearly. 
     
 

INTENT AND FUNCTION OF JOB DESCRIPTIONS 
 



 

Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified 
employees are selected.  They are also essential to an effective appraisal system and related promotion, transfer, 
layoff, and termination decisions.  Well-constructed job descriptions are an integral part of any effective 
compensation system.   
 
All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  
Peripheral tasks, only incidentally related to each position, have been excluded.  Requirements, skills, and abilities 
included have been determined to be the minimal standards required to successfully perform the positions.  In no 
instance, however, should the duties, responsibilities, and requirements delineated be interpreted as all-inclusive.  
Additional functions and requirements may be assigned by supervisors as deemed appropriate.   
 
In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to 
reasonably accommodate disabled individuals.  However, no accommodations will be made which may pose serious 
health or safety risks to the employee or others or which impose undue hardships on the organization. 
 
Job descriptions are not intended as and do not create employment contracts.  The organization maintains its status 
as an at-will employer.  Employees can be terminated for any reason not prohibited by law. 
 
 


