THE JEWISH MUSEUM

JOB DESCRIPTION FORM

DEPARTMENT:
Individual Giving

JOB DESC. DATE:
1/10/2012
TITLE: Development Assistant – Part-time          FLSA STATUS:  Non-Exempt

SUPERVISOR: Director of Major Gifts
SCHEDULE:  Part-time, 17.5 hours
SUMMARY: 

The Individual Giving Department is seeking a part-time Development Assistant to handle a diverse range of responsibilities to support the cultivation, solicitation and stewardship of major individual donors and prospective donors.  The Assistant will report to the Director of Major Gifts and help in the implementation of solicitations, cultivation, events, and other activities to promote maximum growth of the donor base. The Assistant will also help with events planned by other departments at the Museum.
ESSENTIAL JOB FUNCTIONS:

· Provide general administrative assistance to the Individual Giving Team
· Enter new data on constituent records into Raiser’s Edge 
· Process and enter gifts into Raiser’s Edge
· Generate acknowledgements and solicitation letters for Trustee contributions
· Coordinate large mailings, including mail merges, labeling and stuffing envelopes
· Assist the Development Associate in planning events for Museum Council ($10,000+) members and Patrons ($1,000+)
· Assist in planning and running of all departmental events – during the day and in the evening 

· Assist with events planned by various departments within the Museum such as exhibition openings
· Provide administrative support to the planned giving program
.

JOB QUALIFICATIONS 
· Outstanding attention to detail, highly organized, and strong multi-tasking ability 
· Excellent verbal and written communication and interpersonal skills
· Extensive experience with Microsoft Office, including Word and Excel
· Proficient in use of Raiser's Edge and knowledgeable about donor databases
· Prior experience in fundraising department of a non-profit organization a plus
· General knowledge of New York’s Jewish and arts organizations
· Knowledge of New York galleries and the broader international art world
· Knowledge of design software (Quark or Adobe) helpful but not required
· Energetic, mature, and responsible individual who is proactive, a team player, and able to manage multiple tasks in a timely manner
· Willing to work occasional weekends and evenings

· B.A./B.S. degree

Send Resume with Cover Letter To:

Director Human Resources

The Jewish Museum

1109 Fifth Avenue

New York, NY  10128

Email:  Jobs@TheJM.org
Fax:  212-423-3232

The Jewish Museum is an Equal Opportunity Employer.
