San Jose Museum of Art

Job Description
Job Title:

Development Assistant

Department:
Development
Reports to:

Director of Development
Status:

Full time, non-exempt
Summary Job Description:
Provide overall administrative support functions within the development department of the San Jose Museum of Art, a distinguished museum of modern and contemporary art and a lively center of arts activity in Silicon Valley. 
Responsibilities:


· Process all gifts and membership contributions, including credit card, check, cash, online (through Network for Good), securities, and in-kind transactions
· Prepare and send all member renewal correspondence for individual annual gifts and memberships <$3,000
· Enter gifts, prospect information, changes of address, etc. in donor database
· Schedule meetings, book meeting spaces
· Create and generate regular fundraising reports from database; track moves management process
· Process and track matching gift applications, receipts and acknowledgements
· Perform administrative functions including filing, word processing, copying and record-keeping
· Conduct routine audits of department’s collateral supplies to ensure enough on hand (envelopes, letterhead, etc.) and place timely supply orders
· Coordinate department and donor program travel, including flights and hotel accommodations
· Submit reimbursement forms, invoices, travel expense reports, tech requests and receipts to business office and follow up as needed to ensure that they are processed in a timely manner
· Prepare and send gift acknowledgements, solicitation and membership correspondence
· Prepare meeting materials, including agendas, rosters, mailing lists and minutes
· Assist with executing and staffing donor/member and other public events as needed.
· Run lists and labels from database upon request
· Prepare individual and institutional proposal materials to support goals of development staff
· Create name badges for members and patron events  
· Additional duties as assigned
Minimum Qualifications:

Proven ability to work independently; meticulous attention to detail; ability to further strong relationships with a variety of constituents; ability to function effectively as team member and a willingness to participate in activities and assignments that help meet the goals of and objectives of the department; strong organizational skills and proficiency with data tracking systems.  
Special Requirements:
Ability to work evenings and weekends as required.
Position start date:  
December 27, 2011

E-mail cover letter and resume to ehuysentruyt@sjmusart.org  No calls, please.  
