


Development Associate
Food Allergy Science Initiative (FASI)
Location: Boston, MA (hybrid)
Department: Development
Reports To: Director of Development
FLSA Classification: Exempt
FTE: 1
Supervises: None
Hybrid Schedule (subject to change): On-site Tuesday, Wednesday, and Thursday; remote Monday and Friday. Schedule is dependent on business needs.
Position Description
The Food Allergy Science Initiative (FASI) is an organization with an urgent mission to accelerate the development of breakthrough discoveries to transform the lives of people with food allergies. Our research will improve how we diagnose, treat, and prevent food allergies for millions of adults and children living with them. The organization was founded in 2016 at the Broad Institute at MIT and Harvard and established as an independent 501(c)3 organization in 2021. Through FASI's relentless pursuit of knowledge, our researchers have yielded remarkable progress, establishing ourselves as a pioneering force in food allergy research and fostering a robust scientific program that boasts the collaboration of the nation's most brilliant researchers.
FASI is in an important growth phase, expanding its national profile and strengthening the philanthropic infrastructure needed to support long-term revenue growth. The Development Associate is central to that effort. The role builds and sustains the pipeline of high-capacity donors through disciplined prospect research, prepares the Director of Development for every donor conversation, owns cultivation and stewardship events, engages volunteers and ambassadors who advance the mission, and manages the CRM and research tools, the Director's calendar and donor scheduling, and the Board materials that keep the development function running.
Reporting to the Director of Development, the ideal candidate has hands-on fundraising experience, is analytically sharp and highly organized, and is energized by connecting donors, volunteers, and supporters to a scientific mission.
Primary Responsibilities
Prospect Research and Pipeline Development
1. Conduct research on individuals, family foundations, and corporations to identify and qualify new funding opportunities.
1. Use tools such as iWave, Altrata, RelSci, LinkedIn, SEC filings, and other public sources to assess philanthropic capacity, alignment, and timing.
1. Develop prospect profiles summarizing capacity indicators, giving history, relationships, and affinity to inform donor engagement.
1. Monitor philanthropic activity and wealth events, and alert the Director of Development to timely opportunities.
1. Recommend prospects and next steps for cultivation based on research findings.
Donor Engagement and Proposal Support
1. Prepare pre-visit briefs and talking points for donor meetings.
1. Draft first versions of proposals and funding requests for review by the Director of Development.
1. Draft personalized donor outreach, follow-up, stewardship communications, and gift acknowledgment letters.
1. Represent FASI professionally with donors and prospects at events, and field inquiries by telephone, correspondence, and email.
1. Track cultivation activity and next steps in the CRM to maintain momentum across the pipeline.
Volunteer and Ambassador Engagement
1. Recruit, support, and coordinate volunteers, ambassadors, and committee members who advocate for FASI's mission.
1. Equip volunteers with talking points, materials, and follow-up so that their outreach advances the donor pipeline.
1. Coordinate volunteer participation in events and community activities, and track volunteer engagement in the CRM.
CRM and Research Tools Management
1. Maintain data integrity within Little Green Light (LGL), including timely entry of contact reports, proposals, and donor records.
1. Administer access and organization of prospect research platforms, including iWave, Altrata, and RelSci.
1. Generate standard pipeline reports and prospect lists from the CRM to support the Director of Development.
Event Management
1. Own the full lifecycle of cultivation, stewardship, and fundraising events, from initial concept and planning through post-event wrap-up.
1. Select and secure venues, negotiate and manage vendor contracts, and oversee catering, rentals, and all other event-related logistics.
1. Build, own, and manage the event budget and timeline, tracking expenses against projections and ensuring accountability for outcomes.
1. Build and manage guest lists, design and distribute invitations, and track RSVPs.
1. Conduct pre-event prospect research and prepare attendee briefings for the Director of Development.
1. Serve as the primary point of contact for vendors, venues, and internal stakeholders, owning run-of-show planning and all day-of logistics.
1. Lead on-site event execution, including guest check-in, vendor coordination, and troubleshooting in real time.
1. Own post-event follow-up, including thank-you communications and tracking of engagement activity.
1. Conduct post-event evaluation, including budget reconciliation and documentation of lessons learned to inform future events.
1. Staff occasional events in the early morning (prior to 9:00 a.m.) and evening (after 5:00 p.m.), as required by the event schedule.
Calendar and Donor Scheduling Support
1. Manage the Director of Development's calendar, including prioritization and coordination of donor and internal meetings.
1. Serve as a professional point of contact to schedule meetings with high-net-worth donors and prospects.
1. Prepare meeting materials and briefing documents in advance of donor meetings.
Board Materials Preparation
1. Regularly prepare Board of Directors-level materials, including presentations, reports, and pipeline summaries, in support of the Director of Development.
Finance and Administrative Support
1. Support gift processing and acknowledgment workflows in partnership with Finance, including support for quarterly financial reports.
1. Process and submit expense reports and invoices as needed.
1. Provide general administrative support to the development function.
Qualifications
Required
1. Bachelor's degree.
1. At least two years of direct experience in fundraising, development, or prospect research. Administrative experience alone does not satisfy this requirement.
1. Demonstrated prospect research experience, including assessing donor capacity and affinity.
1. Strong CRM fluency; Little Green Light experience preferred.
1. Excellent written and verbal communication skills.
1. Strong organizational and calendar management skills, with the ability to manage multiple priorities and event deadlines.
1. Professionalism and discretion in working with senior leaders, Board members, and high-net-worth individuals.
Preferred
1. Experience with prospect research or wealth screening tools, such as iWave, Altrata, or RelSci.
1. Experience coordinating donor events from planning through follow-up.
1. Experience working with volunteers, ambassadors, or community groups to advance an organization's mission.
1. Experience supporting major gifts or preparing Board-level materials.
1. Demonstrated interest in science, medical research, or mission-driven philanthropy.
Skills and Competencies
1. Strong organizational skills, attention to detail, and accountability.
1. Excellent calendar management and scheduling capabilities.
1. Analytical thinking and comfort working with research, data, and reporting.
1. Professional communication skills and comfort interacting with high-net-worth individuals.
1. Event coordination and project management skills.
1. CRM proficiency and comfort learning new systems.
1. Proficiency in Microsoft Office, including Word, Excel, PowerPoint, and Outlook.
1. Familiarity and comfort working with social media platforms.
1. Discretion in managing sensitive donor information.
1. Resourceful, proactive, and collaborative.
1. Participatory work style and a strong sense of team orientation.
1. Ability to give and receive constructive feedback.
1. Strong goal orientation with flexibility to adapt to changing priorities.
1. Professional and mature interpersonal style, with the ability to interact well with a diverse range of people.
1. A good sense of humor.
Impact of the Role
This position will directly contribute to FASI's ability to:
1. Expand and strengthen the donor prospect pipeline through disciplined research.
1. Advance donors through cultivation with timely briefings, proposals, and stewardship.
1. Mobilize volunteers and ambassadors who extend FASI's reach and advocate for its mission.
1. Maintain CRM data integrity supporting accurate reporting and forecasting.
1. Enable seamless coordination of donor and executive scheduling.
1. Support the successful execution of cultivation and stewardship events and the preparation of Board materials.
Working Conditions and Physical Demands
1. Ability to sit for long periods of time.
1. Ability to use a keyboard for extended periods of time.
1. Able and available to work both on-site and remotely, per the hybrid schedule above.
Additional Information
This job description is intended to describe the general nature and level of work performed by the individual assigned to this role. It is not intended to be an exhaustive list of responsibilities, duties, or qualifications.
Employment with FASI is at-will and may be terminated at any time, with or without cause or notice, subject to applicable law.
Compensation and Benefits
The salary range for this position is $65,000 to $75,000. The actual base pay offered may vary within the posted range depending on multiple factors, including job-related knowledge and skills, experience, business needs, geographical location, and internal equity. This is a full-time position. Candidates must be eligible to work in the United States.
FASI offers a competitive benefits package including healthcare, FSA, DCFSA, 401(k) (3% Employer match), paid time off, and professional development support.
To Apply
To apply, please email a resume and cover letter (including "Development Associate" in the subject line) to the Food Allergy Science Initiative at: info@foodallergyscience.org.
FASI is an equal opportunity employer. It is the policy of FASI to provide equal employment opportunity to all persons regardless of age, color, national origin, citizenship status, physical or mental disability, race, religion, creed, gender, sex, sexual orientation, gender identity and/or expression, genetic information, marital status, status with regard to public assistance, veteran status, or any other characteristic protected by federal, state, or local law.



