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Job title: Development Specialist 

Reports to: Membership Manager 

Approval date: July 27, 2016 

 
PURPOSE OF THE JOB:  
The development specialist position provides support to the development department and other members 
of the Kauffman Center for the Performing Arts team.  This position is responsible for gift processing and 
other development data entry and management. Manages extraction of data from Tessitura database 
through lists and reports, and coordinates with financial department to reconcile financial records. This 
position provides other administrative support as requested. 
 
ESSENTIAL JOB FUNCTIONS 
  
Donor records: Responsible for gift processing including gift entry, acknowledgments, pledge 

reminders, and other data processing into Tessitura. Extract lists, reports and other 
information from Tessitura and other sources. Attend consortium data standards 
meetings as representative of Kauffman Center development, and participate in data 
conversion and migration. Participate in data cleanup, including recommending and 
developing streamlined methods/routines. Draft and maintain methods and 
procedures for Tessitura (Constituent Records/Contributions/Batch Administration). 
Works with volunteers in ongoing and ad hoc projects. Keep track of deadlines for 
grant reports and provide necessary information from Tessitura for reports and 
proposals; maintain grant records. Reconcile development records with financial 
department and provide weekly and monthly reports on funds raised and other key 
metrics.  Keep donor listings up to date, including Spotlight Premier and Ensemble 
business members, for program booklets and website.  Track member benefits and 
renewals. 

  
Campaign 
Projects: 

Coordinate special projects and assignments related to development campaigns as 
assigned.  Coordinate ongoing collection of handprints for Children’s Wall and annual 
re-installation. Manage contact lists and their use for bi-annual donor solicitation and 
renewal campaigns.  

 
Administrative 
support: 

Support the administrative needs of the development department including 
maintaining donor files, answering phones and coordinating operations, such as mail 
processing and distribution.  Coordinate special development e-mails by preparing 
list of donor emails based on desired criteria and preparing e-mails in Wordfly. 
Update donor recognition listings in program books and review for completeness and 
accuracy.  Fulfill Spotlight membership welcome packets. Assist with planning special 
events. Prepare and execute mass mailings.  Provide back-up assistance for special 
events and activities as needed.   
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QUALIFICATIONS/REQUIREMENTS 

Education: Specialized administrative training and/ or two (2) years college education desired 

  

Experience: Minimum five years of administrative experience at an executive or general 
management support level and/or working with donor software.  Demonstrated 
professional level of business writing and communication skills including: letter form, 
e-mail, and telephone.  Comfortable working with senior executives; major donors; 
customers and similar constituents. 

  

Knowledge:  Comprehension of and experience using donor management databases such 
as Tessitura, Raisers Edge, eTapistry, Access or other relational databases.   

 Proficient use of all Microsoft Office applications such as PowerPoint, Word, 
Excel, Outlook, Publisher and SharePoint. Tessitura knowledge a plus.  

 Professional level writing skills, including demonstrated knowledge of correct 
grammar, punctuation and salutations.   

 Understanding of proper forms of communications to all donors and 
prospective donors and future patrons. 

 Computer-based shared filing systems; internet and intranet search engines. 

  

Skills/Abilities Demonstrated ability to: 

 work successfully in fast-paced, highly changing, challenging, but rewarding 
start-up environments; 

 effectively manage multiple priorities and deadlines; 

 create high quality, error-free documents; 

 perform technically complex tasks using independent judgment and personal 
initiative; 

 respect confidentiality; 

 proofread a wide variety of material including address lists, electronic 
records, presentations, letters, etc.; 

 work independently; 

 evaluate, act and adjust direction if necessary; 

 work effectively with a team comprised of diverse professional backgrounds; 

 work flexible hours when needed, including some nights and weekends; 

 adhere to organizational values below; 

 

ORGANIZATIONAL VALUES 
    

Own it, get it solved Aim for excellence Be enthusiastic Act with respect 

 
 Integrity 
 Honest 

communication 
 Transparency 
 Trustworthy 
 Responsible 

 
 Striving to improve or 

meet a standard of 
excellence 

 Motivated 

 
 Flexible 
 Fun 
 Embraces new ideas 

 
 Service 
 Considerate of others 
 Treat others with 

dignity and care 
 Work toward shared 

goals 

 


