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Position Description

Cincinnati Playhouse in the Park is an equal opportunity employer and encourages
inquiries about this position from a broad spectrum of candidates reflecting the diversity of
the community we serve.

Position: Development Assistant
Department: Development

Reports to: Chief Philanthropy Officer
Classification: Full-time, Hourly position
Pay rate: $17.35 per hour

Position Summary

The Development Assistant plays a key administrative and logistical role on the
Development team, supporting the day-to-day operations of individual, institutional, and
special events fundraising. Reporting to the Chief Philanthropy Officer, this position assists
with administrative tasks as needed, donor correspondence, benefit fulfillment, database
maintenance, research, and event support. The ideal candidate is organized, detail-
oriented, and passionate about theatre and the nonprofit arts sector. Evening and
weekend hours are occasionally required.

Position Responsibilities
Administrative & Donor Support (40%)

¢ Provide administrative support to the Chief Philanthropy Officer and other
development team members as needed

e Draftand proof acknowledgment letters and event invitations

e Maintain accurate donor records in the CRM database (Tessitura) and serve as a
backup for gift entry

e Manage mailing lists, mail merges, and mailings

e Assist with institutional giving materials as needed

e Research prospective donors, sponsors, and foundations as needed

e Prepare briefings as needed

e Manage the schedule of the Donor Lounge

e Calendaring and accurate entry of event details in Artifax

e Expense management for CPO and other team members as needed

Benefit Fulfillment & Stewardship (30%)
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e Coordinate donor benefit fulfillment (e.g., tickets, backstage tours, recognition)

e Track and execute sponsor recognition across print, digital, and on-site materials

e Seat cards coordination and distribution

¢ Communicate with donors regarding benefit details, event RSVPs, and general
inquiries

e Assist with donor communications and targeted stewardship efforts

Event Coordination (30%)

e Support the Events Manager, as necessary, in the planning and execution of
donor cultivation events, opening night receptions, and other special events

e Manage RSVPs, prepare guest lists and materials, and provide on-site event support
(set-up, check-in, logistics)

Qualifications & Competencies

e Minimum of 1-2 years of nonprofit development or administrative experience
preferred

e Strongorganizational and project management skills, with high attention to detail

e Excellent interpersonal and communication skills

e Proficiency in Microsoft Office Suite (Word, Excel, Outlook) required

e Experience with donor databases or CRM platforms (Tessitura highly desirable)

e Ability to work effectively in a fast-paced environment and manage multiple
priorities simultaneously

e Eagerness to contribute as part of a collaborative, high-performing development
team

e Passion fortheatre and/or the arts strongly preferred

e Associate’s degree or equivalent work experience required

Physical Demands

e Frequent standing and walking; occasional stooping, kneeling, crouching, or

crawling

e Ability to frequently lift and/or move up to 10 pounds, and occasionally up to 25
pounds

e This position includes both sedentary and active tasks and requires regular talking
and hearing

The physical requirements described here represent those necessary to perform the
essential functions of the job, with or without reasonable accommodation. Additional
Information
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