Development Associate
Background:
The HOPE Program is a leader among New York City job training providers, upskilling adult jobseekers
(ages 18-70) for a broad range of sectors, including a focus on green construction, maintenance,
infrastructure and related careers. We work with individuals facing deep structural barriers to
employment, including histories with the criminal legal system, current and/or past homelessness,
substance abuse disorders, low educational attainment and more. Our comprehensive approach
includes classroom training, industry-recognized certifications, digital literacy and access, financial
literacy and access, mental health support, case management, paid job training, and our signature
“HOPE for Life” approach, which provides a vital community of support throughout the lives of HOPE
graduates’ careers. With measurable outcomes among the strongest in the industry, HOPE’s impact
sits at the intersection of COVID-19 recovery, racial justice, and building a more equitable future for
New York City. Our work is best described in the words of our graduates, such as Enrique.
The Position:
HOPE is seeking a Development Associate. This position reports to the Development and
Communications Manager and will be a key member of the fundraising team. This position is a great
opportunity for a results-driven, strategic thinker who is enthusiastic about being part of a
high-impact, growing organization. This position requires exceptional writing skills.
Responsibilities
● Draft grant proposals, letters of inquiry, and reports to prospective and existing funders,
using outcomes data and client success stories to develop compelling pitches for funding
● Research local unemployment rates, labor market trends, and community challenges to
support HOPE’s case for funding
● Effectively communicate organizational progress towards grant goals, highlighting strengths
and providing persuasive justifications for shortfalls
● Alongside the Development and Communications Manager, maintain the deadline calendar of
all development writing projects, including researching and logging deadlines, and submitting
materials on time
● Support execution of HOPE’s communications strategy through website updates, social media
engagement, and email blasts
● Support department in execution of signature annual fundraising events and annual appeal

Minimum Qualifications:
● Bachelor’s degree preferred; can be substituted with 2+ years of equivalent communications or
fundraising experience
● Elevated attention to detail
● Exceptional persuasive writing, editing, time management, organizational, and data entry skills
● Desire to learn, grow, and evolve in position, welcoming feedback
● Excel proficiency and experience with Salesforce or other CRM, Canva, iMovie, and/or Constant
Contact a plus
● Ability to manage deadlines, work independently, and be self-directed while collaborating
within a team
● Some experience working with individuals with multiple barriers to employment preferred
● Commitment to racial, socioeconomic, and environmental justice
Salary/Benefits: Salary is dependent upon experience. HOPE provides a full package of benefits
including: healthcare and dental insurance; retirement plan; competitive vacation (plus 1/2 day
Fridays during summer which is equal to 7.5 additional vacation days); and 12 paid holidays.
Interested Candidates: Email cover letter, indicating what position you are applying for and where
you saw listing, and resume to hr@thehopeprogram.org. Resumes unaccompanied by a cover letter
will not be reviewed. No telephone calls, please.
As the City of New York expands the COVID-19 Safety Requirement to employees of all contracted
organizations, effective November 1, 2021, HOPE employees are required to provide one-time
verification of vaccination.
The HOPE Program is an equal opportunity employer.

www.thehopeprogram.org

