Development Assistant (Part-Time to Full-Time)
Overview:
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.
Position:
HOPE is seeking a detail-oriented Development Assistant to record donor data accurately and efficiently,
pursue matching donations, process thank you letters, maintain systems such as our website and mass email
tool, and manage special projects such as the New York Marathon fundraising effort. HOPE’s new Development
Assistant will shadow our current Development Assistant to learn all systems and processes, before taking full
charge of the role in May 2022. This position will be part time through April 2022, with the opportunity to
transition to full-time in May 2022. This is a temporary position through August 2022.
The position is based out of our facilities in Brooklyn and the Bronx and operates on a hybrid model, with a
minimum of two days per week on site as of January 2022.
Responsibilities:
●

Data Entry and Donation Processing
− Serve as the primary point person for updating, adding and maintaining donor records in HOPE’s
Fund EZ database and Constant Contact CRM (database is subject to change in 2022 and the
Development Assistant will be expected to learn and implement new processes alongside the full
Development team)
− Ensure that all donor records reflect the most up-to-date information, including household, phone
number, email and other relevant information
− Manage gift entry process, including copying checks, entering all revenues in database, tracking
weekly batches, and assisting in running financial reports
− Process all matching gifts through corporate online giving platforms
− Communicate with Finance Department to reconcile monthly close-out reports
− Provide weekly updates on revenue entry to Chief Development and Evaluation Officer

●

Donor Acknowledgement
− Process timely and accurate donor thank you letters for all revenues and in-kind donations
− Support the Development team in maintaining updated online thank you templates for all online
donations

●

Events
− Provide logistical support on special events: Humor for HOPE, A Taste of HOPE, fall cultivation
events, and other student/graduate events as needed
− Provide logistical support on both on-site and off-site corporate volunteer events

●

Other
−
−
−
−

Support social media outreach
Support in annual appeal mailings in the winter and spring months
Support website maintenance, with a focus on staff bios
Attend biweekly team meetings, weekly supervisions, monthly all-staff meetings and others

Qualifications:
● High school diploma or equivalency
● High attention to detail
● Strong time management skills
● Experience with data, mail merge, Google Drive, and other relevant technologies a plus
● Experience in Fund-EZ, fundraising, and nonprofit management not required

Salary/Benefits: Salary is competitive dependent upon experience. Per New York State, sick time will be
offered to all staff.
Interested Candidates: Email cover letter 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

