DEVELOPMENT ASSOCAITE
Job Description 
The Olana Partnership


Position: 

Development Associate 
Department: 

Development  
Reports to:      

Director of Advancement and Marketing  

FLSA Status:  

Non-Exempt 
Status: 

Full-Time  
The Olana Partnership is the cooperative nonprofit partner of New York State Parks at Olana State Historic Site, a National Historic Landmark and a public work of art, architecture, and landscape.

Position Summary
The Development Associate supports the implementation of The Olana Partnership’s fundraising strategies to advance the organization’s mission and growth. This role provides essential administrative, logistical, and operational support to internal teams by supporting duties such as supporting special events and donor engagement activities, coordinating schedules and calendars, and ensuring accurate reporting and documentation.  This position plays a key role in maintaining efficient advancement operations and fostering strong relationships with donors and stakeholders.  

Key Responsibilities

Donor Relations & Development Support

· Maintain accurate donor records, gift and pledge tracking, and development databases.

· Support donor communications, gift acknowledgments, stewardship, cultivation, and follow-up.

· Conduct prospect research to support fundraising, grant initiatives, and donor engagement.

· Monitor progress toward annual fundraising and campaign goals.

· Coordinate donor cultivation activities, fundraising initiatives, and special events.

Data, Reporting & Administration

· Develop and maintain tracking systems for campaigns, grants, events, and fundraising activities.

· Prepare reports, spreadsheets, mailing lists, and analytical summaries to support development operations.

· Maintain Development Department calendars, appointments, project timelines, and weekly meeting agendas.

· Provide timely documentation and updates on gifts, grants, pledges, and installments to the Finance Department.

· Support financial reconciliation and annual audit processes.

· Identify opportunities to improve development systems, workflows, and operational efficiency.

Event Planning & Coordination

· Coordinate fundraising events, donor receptions, cultivation activities, and the annual summer party from planning through post-event follow-up.

· Manage event timelines, checklists, budgets, registration, invitations, RSVPs, guest lists, seating arrangements, and attendee communications.

· Coordinate venues, catering, rentals, audiovisual services, transportation, décor, vendors, and event materials.

· Assist with vendor recruitment and supervision, volunteer scheduling, event setup and breakdown, and on-site event management.

· Maintain event supply inventories and coordinate purchasing of materials.

· Collaborate with the Marketing Department on event materials, sponsorship packets, and donor recognition.

· Track event attendance, sponsorships, revenue, and expenses, and maintain accurate event and donor records.

Other Duties

· Perform additional duties as assigned to advance The Olana Partnership’s mission and operational goals.

Required Knowledge, Skills, and Abilities

· Strong alignment with The Olana Partnership’s mission and a dedication to advancing and representing it with professionalism and enthusiasm.

· Excellent attention to detail and a commitment to quality in all work

· Excellent written and verbal communication skills

· Excellent organizational and time-management abilities

· Ability to handle information with discretion and confidentiality
· Ability to lift up to 25lbs occasionally 
Required Qualifications
· College degree and willingness to learn

· Previous administrative experience highly preferred  

· Microsoft office suite experience preferred
· Nonprofit experience is a plus

Work Environment  
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

· Sitting for long periods, standing and walking intermittently 

· Using office equipment such as phone, computer, mouse, keyboard, and printer

· Indoor office environment frequently, outdoor environment occasionally 

Expected Hours of Work 
This is a full-time, non-exempt position working an average of 37.5 hours per week $23-$26 per hour. A typical schedule is Monday – Friday 9AM-5PM with a 30-minute unpaid lunch break. Daily in-person work is required with occasional weekends and evenings. Weekend and evening work may occur more frequent during high season months of May – October. 
The Olana Partnership is an Equal Opportunity Employer and prohibits discrimination in all employment practices based on any characteristic protected by federal, state, or local law.
________________________________________________________________________

This job description is intended to describe the general content of and requirements for the performance of this job. It is not designed to cover or contain a comprehensive list of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.

Employee signature below indicates the employee's understanding of the requirements, essential functions and duties of the position.

 

Employee______________________________________     Date__________________
October 2026

