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Development and Fundraising Intern
10/15/2011

Hours: (20) Monday to Friday
Number of Positions Available: 1
Enterprise Development is looking for a Development and Fundraising Intern to help us attract and maintain interest and support in our training and educational services. The appropriate candidate will have a background in nonprofit development and work experience that is small business related.

Required Job skills
1. Knowledge of how a Development office in a small to medium-sized nonprofit runs

2. Experience in a development office is preferred

3. Ability to take direction
4. Ability to work independently
5. Ability to work as a team player
6. Proven ability to meet deadlines
7. A bachelors degree is required a graduate degree is preferred 
8. Familiarity and comfort managing small projects with tight deadlines
9. Proven ability to write business communications
10. Excellent Communication skills

11. Reliability 
12. Punctuality

Job Duties:

1. Retrieve and Follow up on Leads, from the Marketing Coordinator, the Executive Assistant and other staff.
2. Create accounts for EDTC at Guide Star, the AGM and the Foundation Center as well as other databases for nonprofits.  

3. Research and Develop a list of corporate contributors.

4. Make a spreadsheet of all foundations and corporate contributors that will accept our grants and their deadlines
5. Simultaneously, send out letters of interest to foundations and to small business service providers as appropriate.

6. Create a system for tracking funding priorities and deadlines.
7. Send out information packages when appropriate (include a promotional item.)

8. Participate in writing and editing grants.

9. Oversee  grant writing interns.
10. Create Grant templates for different types of grant organizations, matching funding goals.
11. Participate in Marketing and other meetings.  
12. Design and Implement Fundraising campaigns.

13. Recruit and oversee a staff of fundraising interns

14. Report to the Executive Director
Job Description:

· Managing Fundraising Campaigns
· Developing and maintaining relationships with funders
· Researching grant opportunities
· Coordinating and helping to manage grant application processes.
Contact Information
Hajar Logan

Director
Enterprise Development Trust Corporation
Boston, MA 02124

hlogan@enterpriseincubators.org
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