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POSITION DESCRIPTION: DEVELOPMENT ASSOCIATE (EVENTS)          
 
Summary: The Development Associate (Events) is responsible for providing general fundraising 
support and for the coordination and implementation of various revenue-producing events. 
These events include, but are not limited to: externally produced activities benefitting Grief’s 
Journey, the internally produced Remembrance Walk and Comfort Food Classic, and certain 
aspects of the Grief Awareness Conference. 
  
Hours: 25-30 hours per week, flexible, seasonal, including some evening and weekend hours 
Reports To: Director of Development 
 
Duties and Responsibilities: 
 
Event Planning & Implementation 

 In conjunction with committees: plans, develops, coordinates, and implements 
Remembrance Walk, Comfort Food Classic, and Grief Awareness Conference logistics. 

 
Relationship Planning & Management 

 Conducts environmental scan of externally-hosted fundraising activities in the 
community, such as: restaurant nights, fireworks stands, golf outing benefits, corporate 
jeans days, supply drives and similar. 

 Upon approvals from Director of Development: recruits, develops, and manages an 
annual calendar of the above activities. 

 Fosters the work and morale of event-related committees through project management 
and volunteer development. 
 

Promotion and Marketing 
 Manages/creates various marketing materials, including social media postings and hard 

copy correspondence 
 Routinely attends networking and trade show events 

 
Personal/Professional/Team Development 

 Participates in regular supervision and team sessions for the purpose of reviewing event 
plans and monitoring progress. 

 Continues personal and professional growth and development through reading, 
research, workshops, seminars, and other strategies. 
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Desired Qualifications: 

 Bachelor degree 

 Completion of “Grief Facilitator Training” upon hire 

 Willingness to work flexible hours, including some evening and weekend hours 

 Excellent oral and written communication skills 

 An interest and sensitivity to grieving youth, adults, and families 

 Ability to build rapport with diverse populations and backgrounds 

 Ability to work independently, organizing time but committed to the team function 

 Proficiency in computer applications, particularly Microsoft Office Suite 

 Ability to create innovative ideas and implement new ideas and processes 

 Possesses high attention to detail and organizational skills 

 Satisfactory completion of background check 

 Reliable transportation, valid driver’s license, car insurance, and a good driving record 

 Ability to lift/carry up to 40 pounds 
 
 

Cover letters and resumes should be sent to Kelly, kmorris@griefsjourney.org.  This 
is an entry level position for a project management – type role.  There are 
significant responsibilities and opportunity for growth. 
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