
Title: Development Associate  

Reports to: Chief Development Officer 

Department: Development and External Relations  

Location: 5350 Machado Road Culver City, CA 90230 

FLSA Status: Non-Exempt 

Program Hours: Monday –Friday; 8:00am-5:00pm 

Supervisory Responsibility: None 

About Us: 

Exceptional Children's Foundation (ECF) provides the highest quality services for children and 

adults who are challenged with developmental, learning and emotional disabilities -- 

empowering them to reach their greatest potential. Each year, ECF serves more than 3,700 

clients and their families at 15 sites throughout Los Angeles County. Established in 1946, ECF is 

the only organization of its kind in California to provide a lifespan of services for children and 

adults with developmental disabilities. 

JOB RESPONSIBILITIES 

Under the supervision of the Chief Development Officer, the Development Associate is 

responsible for a range of activities to support fundraising and marketing processes and 

initiatives, as well as administrative support for the Department.  

Essential Duties: 

Fundraising  

 Database and Donor Management  

* Raiser’s Edge - record donor gifts, generate acknowledgement / thank you letters and tribute 

recognitions, maintain and update records with new contact information, produce database 

reports. 

* Constant Contact - add new emails, update existing records, cross-reference updates to Raiser’s 

Edge donor files. 

* Donor Files – Maintain hard copy files, as well as electronic via Raiser’s Edge. 

Events  

* conduct volunteer recruitment (internal with staff and external with larger community), track 



event revenue and expenses; submit permit requests and post-event reports. 

Stakeholder Lists  

* Maintain and update listings for client family mailings, business partner mailings, elected 

officials directory, and other community partners, e.g. chambers of commerce, school districts, 

service providers, etc.  

Marketing  

* Support production of publications, including newsletters, brochures, event invitations and 

campaign materials; as well as other collateral materials and promotional items. 

* Obtain bids for print jobs and monitor production progress; arrange pick up/deliveries as 

needed 

* Support online presences, website, Facebook and other social media. 

* Maintain photo and publication archives – both digital and hard copy files.  

* Maintain different publication, invitation and campaign mailings, including coordination with 

mail house, or for in-house mailings print labels, stuff envelopes and monitor inventory of 

necessary supplies and postage. 

Administrative  

* Provide a range of administrative support to CDO and the Department, including, but not 

limited to submit and track check requests, arrange in-kind donations pickups with program staff, 

and follow up with department business. 

Other Duties 

* Comply with ECF’s Injury and Illness Prevention Program.  Ensure safe use and operation of 

tools and/or equipment. 

* Comply with ECF policies and procedures, including mandated reporting requirements. 

* Regular, reliable attendance. 

* Perform other duties as assigned. 

* Occasionally required to travel to various sites within Los Angeles County.  

QUALIFICATIONS 

   

Education/Licenses/Certifications:  

High School Diploma.  



Experience:  

* Minimum two years of database and donor management experience in a mid/large size 

nonprofit organization. 

* Understand principles of nonprofit organizations and fund development and marketing 

processes.  

* Demonstrated experience using Raiser’s Edge and proficiency with Microsoft Outlook 

software. 

* Strong organizational skills and attention to detail, deadlines and follow-through. 

* Ability to exercise good judgment in managing a varied workload. 

* Team player with ability to work collaboratively with diverse staff at all levels. 

Knowledge/Abilities/Skills:  

* Strong Organizational skills and attention to detail.  

* Ability to manage time and work effectively to meet deadlines. 

* Excellent oral and written communication skills.  

* Ability to follow directions. 

* Ability to multi-task and prioritize assignments.  

* Ability to plan, organize and coordinate multiple projects.  

* Ability to interact with all levels of the organization.  

* Ability to deal appropriately with sensitive and confidential information.  

* Computer literacy and proficiency in software applications including MS Office products: 

Word, Excel, Outlook, PowerPoint. 

REQUIREMENTS 

* Valid California driver’s license, reliable transportation, evidence of car insurance, and 

insurable driving record. 

* Pass a DOJ background investigation. 

* Provide evidence of a negative TB test initially and every three years thereafter. 

* Pass a pre-employment physical. 

HOW TO APPLY 

 

Qualified applicants may submit an employment application by visiting our ECF careers page: 

https://workforcenow.adp.com/jobs/apply/posting.html?client=EXCEPTCHIL&ccId=19000101_

000001&type=MP&lang=en_US 



 

Exceptional Children's Foundation is an equal opportunity employer and does not discriminate 

on the basis of race, color, creed, religion, sex, national origin, ancestry, age, physical or 

intellectual disability, medical condition (including pregnancy and medical conditions related to 

childbirth), military or veteran status, marital status, gender identity, sexual orientation, genetic 

information, or any other basis protected by state or federal laws. 

 

To learn more, visit www.ECF.net and connect on Facebook at 

www.facebook.com/ConnectwithECF. 

 


