
Second Harvest Food Bank of Central Florida 
Job Description 

 

Title:  Development Assistant   Job Group Category:  Non-Exempt 
Unit:  Development    Direct Reports: N/A 
Reports to:  VP of Development 
Labor Grade:  NE-1 
Date of last revision:  9/6/2017 

 
Position Summary: 
The Development Assistant provides a variety of clerical and event-support assistance to the 
fundraising and communications staff of the Food Bank. While some support activities will be 
consistent on a year-round basis, others will be more seasonal in nature. 
 
Principal Duties & Responsibilities: 
Year-round duties: 

 Assist Stewardship Manager with the editing, printing, folding, and distribution of donor 
acknowledgment letters. 

 Create mailing labels for outgoing correspondence, and oversee any volunteers that are recruited 
to help put labels on envelopes. 

 Perform set-up and registration duties for Chef Night events. 

 Provide front desk lunch coverage for two Wednesdays per month. 

 Entry of all major donor interactions, notes, etc. into Bloomerang for SHFB President & CEO, VP of 
Development, Director of Philanthropy and Development Manager. 

 Assist VP of Development with setting appointments and follow up calls. 

 Assist Director of Research and Grants with information gathering and grant reporting preparation. 
 
Additional Seasonal duties: (duties vary depending on month) 

 Assist Development Manager and Events Specialist with task work related to Taste! 

 Continue task work-related to Taste! Central Florida, including logging auction items, ticket sales 
and other record-keeping 

 Assist Communications staff with details of Hunger Action Month/Share A Meal 

 Assist with donor data entry. 

 Assist Events Specialist with task work related to Wine, Women and Shoes event, including auction, 
tickets and wrap-up tasks.   

 
Job Specifications: 

 At least two years professional experience in administrative/clerical role. 

 Proficiency in MS Word, Excel, and CRM programs. 

 Accurate typing ability of at least 40 wpm. 

 Ability to work both collaboratively and independently. 

 Ability to use personal vehicle (reimbursed) for business when needed. 

 Ability to work extra hours and weekend days when needed. 
 
Competencies: 
Attention to Detail 

 Double checks work for accuracy 

 Verifies data or information before presenting it 

 Carefully reviews their written work for any mistakes 
Communication 

 Takes time to walk around and listen to employees 



 Uses multiple channels to get messages across to people  

 Is effective at determining the underlying meaning in a communication 
Customer Focus  

 Continually improves processes in order to meet and exceed customer expectations 

 Actively identifies internal and external customer needs 

 Tries to improve processes by carefully listening to customers 
Dependability 

 Maintains “heart” and the courage of their convictions, even when the going is difficult 

 Takes responsibility for their own actions  

 Meets objectives, targets and deadlines  
Perception/Judgment 

 Asks or looks for the criteria to make a reasonable judgment or decision 

 Thinks about whether conclusions follow logically from prior debate 

 Creates context or a frame of reference before making a judgment 
Planning and Organizing 

 Sets aside time for thinking, planning, and action 

 Designs flexible time into their day to re-schedule or re-prioritize 

 Paces themselves so they can meet goals or deadlines 
Teamwork Ability 

 Builds “bridges” with other teams to maximize cooperation and consistency 

 Invites opinion from people who have different experiences or perspectives 

 Builds effective and balanced teams that are based on capability and potential 
Technology Application 

 Keeps abreast of new developments in technology-related applications  

 Actively considers current opportunities to introduce additional technical processes 

 Networks widely with people and looks for process-automation opportunities 
 
Working Conditions: 
Professional office environment as well as external meeting and event venues 
 
Disclaimer: 
The above statements are intended to describe the general nature and level of work being performed 
by the person assigned to this position.  They are not intended to be construed as an exhaustive list of 
all responsibilities, duties, and skills required of this position.    
 


