
 
 

 
 

Development and Engagement Associate 
 
Reports to: Director, Development and Community Relations 
FLSA Status: Non-Exempt 
Date:     February, 2019; January 2022 
 
Position Summary:  Development and Engagement Associate   
The Development and  Engagement Associate participates in a wide variety of community outreach and 
development activities to raise the public profile of Big Brothers Big Sisters of Rhode Island (BBBSRI) with 
the objective of securing  and sustaining community and corporate partnerships and financial donors as 
well as volunteers for the program  The Development and Engagement Associate provides administrative 
support to the Director of Development and Community Relations and is largely responsible for the 
execution of the organization’s annual special events.  This position is responsible for contributing to the 
achievement of established department and agency goals. 
 
Our Mission:  Create and support one-to-one mentoring relationships that ignite the power and promise of 
youth. 

Each employee of BBBSRI helps to extend the mission of the agency in particular ways as outlined in the 
position description. The essential functions of the position include, but are not limited to: 
 
Essential Duties and Responsibilities: 

 Cultivate prospective new corporate and community partnerships to generate revenue and 
volunteers with guidance from Director and BBBSRI Leadership.  Seek out and coordinate 
opportunities for BBBSRI to partner with businesses, community organizations, and other such 
groups to expand and strengthen the development program and agency overall.  

 Engage in effective stewardship activities to retain and strengthen existing partnerships. 
 With guidance from the Director, coordinate and execute all aspects of special events such as Bowl 

for Kids’ Sake and the Scholarship Event. This includes: selecting event venues and managing venue 
relationships; coordinating event logistics and marketing; and ensuring appropriate sponsor 
recognition, and volunteer supervision. 

 Serve as the staff liaison for third party fundraisers and cause marketing. This involves reviewing 
event guidelines with third parties, assisting with fundraising logistics and marketing as needed, and 
ensuring appropriate sponsor recognition. Manage a yearly calendar with current partners and 
prospective partners and supporters.  

 Work with Director, BBBSRI Leadership, and Marketing consultants to ensure appropriate 
recognition and ongoing communication for current corporate and community partners. This 
includes coordinating social media spotlights for sponsors, donors, and foundations.  

 Develop presentation materials for communicating BBBSRI mission, vision and development 
initiatives internally and externally. Ensure that all electronic messaging and printed marketing 
collateral are consistently produced in compliance with established brand guidelines.    

 Retain accurate and up to date donor relations records at all times in DonorPerfect.  
 
 
 



 
 

 Support the Director of Development with creation and implementation of print and digital appeals 
and initiatives to drive the success of the Annual Campaign, Family Empowerment Fund, 
Scholarship Fund, etc.  

 Work with the Director and Grant Writer to research new grant funding opportunities and 
occasionally support the fulfillment of grant applications or reports.  

 Represent the agency at appropriate community events and meetings. 
 Assist in developing and updating communications materials (brochures, web articles, e- donor 

newsletters, and press releases) to share current information, enhance institution image and 
encourage common branding within the agency.   

 Help cultivate and maintain relationships with sectorial and news media to establish and maintain a 
positive image and communication to targeted and general audiences. 

 Lead giving day campaigns (401Gives, Giving Tuesday, National Mentoring Day, etc.) with a focus on 
increasing participation and community engagement. 

 Act as staff liaison for agency committees as assigned; take minutes, lead meetings, etc. 
 Manage agency email inboxes as assigned. 
 Maintain Square Readers for the organization; set up Readers for team members, set up necessary 

information for sale and compile reports on outcomes. 
 Assist with donor data entry and gift acknowledgement, as necessary. 
 Perform all other duties as assigned. 

Education and Experience:  
Bachelor’s Degree in marketing, communications, or public relations. A minimum of one to three years of 
experience in fundraising, sales, recruiting and/or marketing. A proven track record of fundraising results 
securing donations over $1,000.  
 
Knowledge, Skills and Competencies: 

 Effective organizational, decision making, assertiveness and presentation/communication skills 
required. 

 Client focused.  Driven to establish and strengthen individual and corporate partnerships. 
 Has high standards of professionalism and is able to represent BBBSRI in a positive manner to the 

community. 
 Comfortable presenting to groups of community members/volunteers/business events.  
 Able to produce high-quality work independently and report on progress. 
 Ability to work occasional nights and weekends as needed with travel within greater Rhode Island. 
 Ability to work under deadline pressure; organize, set and implement priorities; and manage  

multiple tasks. 
 Proficiency in Microsoft Office programs Word, Excel, PowerPoint and Publisher; additional 

computer program knowledge is a plus.   
 
Physical Demands: 
The physical demands and work environment described here are representative of those that must be met 
by an employee to perform the essential functions of this job successfully. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
 
 



 
 
 
While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands to 
finger, handle, or feel; reach with hands; balance, stoop, kneel or crouch; and talk or hear. The employee 
must occasionally lift and/or move up to 25 pounds. Must be able to drive; frequent travel to other 
locations, within the community and local neighborhoods throughout the local region. 
 
Typically works in an office environment.  The noise level in the work environment is usually moderate. 
Employee is occasionally exposed to outside weather conditions. Use of phones, computer, fax and other 
general office machinery. 
 
I have read the above job description and have had the opportunity to ask questions to clarify any part 
of it that is unclear to me. I understand what is expected of me in this position. 
 
 
________________________________________________________ ____________________ 
Employee Signature         Date 
 
________________________________________________________ 
Employee Print Name 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 

 


