Development Associate

The Holocaust Memorial Resource and Education Center (Maitland FL) is seeking a full-time Development Associate with a focus on development, marketing and administrative support.

Responsibilities include but are not limited to:
Development

-
Research and write grants under the supervision of the Center’s Director of Grants and Special Projects 

-
 Manage website updates

-
 Manage social media communications

-
 Assist with DonorPerfect management – the Center’s donor database

-
 Oversee the annual membership campaign

-
 Assist special events planning

-
 Assist in the solicitation and stewardship of donors 
Operations and Administration

-
 Work with committees to plan community Yom HaShoah and Kristallnacht commemorations

-
 Help plan and staff the Center’s anti-bullying initiative

-
 Coordinate and oversee Volunteer program 

-
 Assist with the planning and staffing of the Center’s cultural season. This includes researching exhibits and films and staffing of an annual Arts Advisory Committee

-
 Manage the Center’s Archive and Library, including the archiving of the Center’s organizational files

-
 Outreach to synagogues, libraries and community organizations
Qualifications
Strong writing and communication skills are required. Applicants must be self-motivated and be able to work collaboratively and cooperatively, as well as independently. They must be well-organized and detail-oriented and have the ability to prioritize multiple assignments and meet deadlines. Proficiency in Microsoft Office programs is required and knowledge of DonorPerfect and experience writing grants are a plus. A BA degree is required. 
Salary is commensurate with experience.
For more information about this position or to apply contact Pam Kancher, Executive Director at pkancher@holocaustedu.org or call 407.628.0555.

