
Sierra Forever Families, established in 1983 as Sierra Adoption Services, is a private, non-profit 
foster family/adoption agency that focuses on finding and sustaining permanency for children 
and youth in the foster care system. We serve children and families in 12 Northern California 
counties. We do more than place children into loving homes. We believe that every child needs a 
permanent family; we are advocates of all children in Foster Care. Children are the heart of our 
mission and in everything we do. 

  
If you are creative, enthusiastic, and passionate about bettering the lives of children, we 
encourage you to consider joining our team of passionate professionals. 
  
Our full-time positions (30+ hours/week) offer a total employment package including retirement 
savings plans, comprehensive benefits, 12 paid holidays, and four weeks of paid time off 
annually. 
  
  
Position Summary: 

The Development Associate will be responsible for all aspects of the donor database system and 
will assist and support activities related to Sierra Forever Families’ annual giving program, 
including the stewardship and development of relations with former, current, and potential 
individual and corporate donors. Additional activities will include coordinating direct mail 
appeals, United Way outreach, and support for any additional campaigns. This position will also 
assist with donor recognition, events, and assist the Director of Development with projects 
outlined in the Fund Development plan.  As a member of the Fund Development team, this 
person plays a significant role in accomplishing the goals of the Fund Development Department. 
 
Essential Job Functions: 

 
Database Management (25%) 
 Responsible for the DonorPerfect database system for the Fund Development Department 

and ensures accurate and timely data input, report generation, and review 
 Support the research and identification of potential donors using data from Donor Perfect 

and other sources as    required 
 

Annual Giving and Donor Stewardship (15%) 
 Coordinates annual appeal activities such as direct mail appeals and internal/external 

United Way Campaigns  
 Responsible for tracking, supporting, reporting and stewarding for the Champion for 

Children Campaign, including the Copper for Kids campaign 
 Oversees donor stewardship activities and works alongside appropriate staff to ensure 

donor recognition  
 

Donor Development (20%) 
 Recruit and cultivate for the Champions for Children Campaign including the Copper for 

Kids campaign 
 Represent agency as a speaker/presenter 
 Assist the Director of Development with fund development projects  



 Coordinate and attend United Way and other community outreach and networking events  
 

Event Coordination (15%) 
 Assists with fundraising events and works with third party event planners, alongside 

other assigned agency staff to provide support as needed  
 Assists with donor cultivation events  
 
Donor Communications (20%) 
 Initiates and maintains supportive and positive relationships with donors, volunteers, 
staff, and board 
 Input and receipt (thank you letters to donors) all incoming donations in a timely manner 
 Oversee the annual generation of tax letters for donors 
 Write a monthly Copper for Kids e-newsletter 
 Rewrite agency gift receipts (thank you letters to donors) annually  
  
Administrative (5%) 
 Tracks and monitors pledge reminder process to ensure commitments are documented 

and donors are reminded in an accurate and timely manner 
 Organizes and takes minutes for Fund Development committees 
 Oversees department donor files (hard copy versions)  
 
Other duties as assigned. 

 
Essential Skills: 

 Excellent knowledge of Microsoft Office applications (Word, Excel, PowerPoint, Outlook) 
graphics software (ie. Adobe Creative Cloud Suite), CRM, WordPress and social media 
platforms.  

 Understanding of professional fundraising/business development  
 Self-starter with the ability to work independently and in a collaborative team   
 Ability to work independently and in a collaborative team.   
 Thrive in a fast-paced environment while able to juggle priorities and meet multiple 

deadlines 
 Due to the nature of this public-facing position, the following interpersonal skills are desired: 

o Positive and enthusiastic attitude.  
o Excellent interpersonal skills 
o Ability to motivate colleagues, donors, and volunteers. 
o Maintains a professional appearance and work ethic. 

Education and Experience Required: 
 Bachelor’s degree or 3 years relevant experience.  
 Experience/knowledge in fund or business development with preference given for experience in 

cultivating gifts from the corporate sector.  
 
Physical Demands and Working Conditions: 



While performing the duties of the job, the employee is regularly required to sit or stand for long 
periods of time at an event  or in an office setting or while driving; intermittently walk, stand, bend, 
squat, kneel, twist, and reach with hands and arms; use speech and hearing to communicate in 
person and by telephone; vision to read handwritten and printed materials and computer screen; and 
lift moderate weight. 
 
May work some flexible hours including evenings and weekends, depending on event schedules. 
 
Miscellaneous: 
 Must possess a valid California driver’s license and proof of adequate vehicle insurance. 
 Must submit to and pass a health screen, tuberculosis test, criminal record, and child abuse index 

clearances. 
 
This description lists the major duties and requirements of the job and is not all-inclusive.  It is subject 
to change without notice.   

 
If you meet minimum qualifications for this position you can apply by sending an email to 
jobs@sierraff.org that includes your resume and cover letter detailing how your skills and 
experiences are relevant to the requirements of this position.  This posting can also be found on 
Sierra Forever Families website http://www.sierraff.org.  For more information please call (916) 
368-5114. 
  
Req # 2019-0032 
 


