
JOB TITLE:   Development Assistant (Special Events and Grants) 

REPORTS TO:  Development Manager 

HOURS:             Approx. 25 hours per week   

 

Overall Purpose: 

Support the development office by securing funding to assist with meeting annual revenue goals 

through successful special events, sponsorship, and grants. Coordinate special events within 

budgets, including but not limited to: Golf Tournament, Annual Meeting, and Volunteer 

Recognition Events. Research and secure new sponsorships, in addition to nurturing existing 

sponsors. Additionally, research and draft grant applications.  
 

Responsibilities:  

 Visit event locations, make reservations, plan layouts for seating, registration and other activities. 

 Ensure corporate sponsorship recognition in programs and event materials and on the day of events. 

 Obtain in-kind donations/discounts for refreshments, venues, décor, etc 

 Schedule vendors, organize logistics, and coordinate participants/golfers. 

 Create event timelines, review progress and ensure deadlines are met. 

 Marketing/communications for the event, including day of event signage and pre/post event emailing 

 Coordinate event logistics including registration, presentations, materials and pre/post evaluations. 

 Manage “day of event” logistics from set up to break down, volunteer management, and donor, 

sponsor and vendor relations, ensuring a great experience for all.  

 Research new sponsorship opportunities (philanthropic partners in businesses/corporations) 

 Secure sponsors and obtain logos and artwork 

 Coordinate volunteer opportunities for sponsors, if desired 

 Ensure sponsors receive appropriate recognition and marketing 

 Track exposure and partnership, used for annual report and other analysis 

 Research new grant opportunities ongoing 

 Draft grant applications for review and submission  

 Regularly update grant tracking spreadsheet (excel) 

 Draft grant reports  

 Compile data from program managers for grant applications and reports  

Experience/Skills Required: 

 2+ years of experience in special events, golf tournament management, and/or grant 

writing 

 Excellent writing skills (writing samples will be required if selected for an interview) 

 Excellent interpersonal and communication skills (in person, on the telephone) 

 Experienced in organizing own workload and producing work by deadlines.   

 Skilled in Microsoft Office (Word, Excel, PowerPoint, Publisher), SharePoint, Mail 

Merge, CRM software 

 Ability to multi-task effectively and use initiative, as required 

 Experience in working with volunteers, peers, and board members 

 

To apply, please email your cover letter and resume to applications@rsvpmc.org. Please include 

“Development Assistant” in the subject line.              
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