
Development Assistant  
Reports to: Development Associate 
Status: Part-time, 15 hours a week 
Salary Range: $20-$25/hour 
 
The Music Conservatory of Westchester, a nonprofit community music school located in White Plains, 
NY, seeks a part-time hourly Development Assistant.  Reporting to the Development Associate, the 
Development Assistant is responsible for a range of tasks pertaining to the Conservatory’s fundraising, 
with a focus on writing acknowledgment letters, proofreading fundraising materials and documents, and 
assisting with various events and special projects. The schedule for this position must fall on weekdays 
between 10:00 am and 6:00 pm; additional evening and weekend hours are required for meetings and 
special events. 
 
The ideal candidate will have a bachelor’s degree in communications, arts or humanities; strong written 
and oral communication skills; and an understanding of the nonprofit environment.  Great people skills, 
enthusiasm for teamwork, meticulous record-keeping, organizational and multi-tasking skills, computer 
fluency and knowledge of Microsoft Office are essential. Knowledge of fundraising database systems 
(e.g. Exceed Beyond) is a plus.  The Conservatory is a musical community in which everyone shares 
enthusiasm for the school’s mission, programs and activities.  The work environment is collegial, lively, 
and filled with music on a daily basis.  
 
Responsibilities: 

 Write and process letters acknowledging donations, and archive all donation documentation 
and copies.  

 Proofread a range of fundraising documents, including newsletters, brochures, reports, 
programs, and event invitations. 

 Assist with preparations and management of fundraising and stewardship events. 

 Organize materials and set-ups for board and committee meetings, including assembling 
meeting documents, table setup, food and refreshments setup, inventory of supplies, and other 
day of meeting responsibilities. Must work day of all board meetings (five meetings per year). 

 Assist with data entry in Exceed Beyond (cloud-based development software used by the 
Conservatory). 

 Assist with various development tasks as necessary. 
 
Qualifications: 

 Bachelor’s degree in communications, humanities or the arts is preferred. 

 Excellent writing skills. 

 Exceptional organizational and administrative skills; ability to meet tight deadlines. 

 Strong interpersonal and teamwork skills. 

 Strong computer skills, including knowledge of Microsoft Office. 

 Knowledge of fundraising database systems is a plus but not required (e.g. Exceed Beyond). 

 Interest in and passion for music and the arts. 

 Understanding of nonprofit environment. 
 
To apply, email resume, cover letter, and contact information for three references to Laura Thomas 
(laura@musiced.org). 

 


