
 

 

 
 

JOB TITLE: Development Associate 
DEPARTMENT: Development 
STATUS: Non-exempt, 20 hours- 40 hours/week 
SALARY: DOE: $20-25/hour 

 

StarVista is a non-profit agency in San Mateo County with a unique and diverse portfolio of over 
30 programs offering counseling, skill development, and crisis prevention services to over 40,000 
residents annually. We are seeking an enthusiastic self-starter interested in generating financial 
support for our programs, to fill the role of Development Associate. Reporting to the Director of 
Development & Marketing, the Development Associate will provide fundraising support to the 
development team in all functional areas including grant writing, individual giving, donor 
relations, direct mail, marketing, and special events. This position offers hands-on experience, 
significant growth potential, and a supportive learning environment. 

 
POSITION PURPOSE & OBJECTIVES 
Develop, maintain, and strengthen StarVista’s sources of revenue by supporting the efforts of the 
development team, and ensuring the smooth operation of development systems and processes.   

 

ESSENTIAL JOB FUNCTIONS: 
 

Donor Relations 
1. Understand and execute process for gift entry and acknowledgment 
2. Develop and maintain templates for donor acknowledgment and correspondence 
3. Prepare and help coordinate mailings including newsletters, annual report, campaigns, 

and special event mailings 
4. Facilitate development, maintenance, and completion of development calendar  
5. Assist in managing individual donor and major gifts pipelines in donor database 

 
Development Operations 

1. Develop in-depth, working knowledge of donor database 
2. Function as the point-of-contact with database administrators to identify and resolve issues 
3. Generate reports on giving history, fundraising, mailings, etc. 
4. Engage in monthly donation reconciliation with accounting team 

 
Grant writing and Research 

1. Review, edit, and contribute to grant requests and proposals 
2. Help prepare timely and accurate reports for foundations 
3. Perform online research of potential new funders as needed 
4. Attend funder meetings, bidder’s conferences, as needed



 

 

 
Special Events 

1. Assist with event execution, including logistics. 
2. Assist with registration management and ticket sales. 

 

Marketing 
1. Assist Senior Marketing Manager with the production of print and electronic collateral 
2. Provide written content for Marketing including blog posts and social media as needed 
3. Maintain StarVista’s Guidestar profile 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Energetic and innovative 

 Collaborative team player 

 Excellent verbal and written communication skills 

 Strong project management skills 

 Flexibility and willingness to take on multiple tasks and projects simultaneously 

 Deep appreciation of StarVista’s mission and values 

 Well-organized, able to prioritize deadlines 

 Strong attention to detail 
 

QUALIFICATIONS: 
 
Two years of administrative, fundraising, communications or equivalent experience, and/or 
recent college graduate with commitment to nonprofit sector. 

 
All full-time employees receive medical, dental, vision, and life insurance benefits, accrue three weeks of vacation 
and two personal days in their first year of employment, and are eligible to participate in a Flexible Spending 
Account (FSA) and a 401K retirement plan. The agency recognizes 13 paid holidays annually. Flexible scheduling 
and telecommuting are possible. Reduced schedule can also be considered. 

 
It is our belief that staff diversity promotes appropriate responsiveness to community needs, provides 
representative role models for all clientele, and improves the quality of our services in a host of ways. 

 
Employment decisions and services provided to clients are not based on race, color, citizenship status, sexual 
orientation, gender identity or expression, national origin, ancestry, age, religion, creed, disability, marital status, 
veteran status, or any other characteristic protected by law. StarVista fully supports the Americans with 
Disabilities Act (ADA) and applicable state disability law. 

 
To apply, please send a cover letter and resume, subject line: DEVELOPMENT ASSOCIATE, to Sara 
Larios Mitchell, smitchell@star-vista.org 


