
Vermont Public Radio 
 

Job Title:  Development Services Assistant (Part Time) 
Department:  Development           
Functional Area: Development Services 
Reports To:  Manager of Development Services 
FLSA Status:  Part-Time Non-Exempt 
Prepared Date: January 6, 2015 
Approved Date:   
  
SUMMARY  
 
The Development Services Assistant is primarily responsible for performing daily duties within the department 
including data entry, donor account maintenance, donor communication, and deposit preparation. S/he may assist 
department colleagues on various projects and responsibilities outside of functional area as requested.  
 
ESSENTIAL ROLES 
 
1. Donor service 
2. Donor account maintenance       
3. Donor correspondence  
4. Gift processing       
5. Special Projects  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

Essential Duties and 
Responsibilities 

Minimum Requirements Excellence in this Position 

Triage and resolve donor 
communications via phone and 
email. 

Document pertinent information 
from donor voicemails. Respond to 
donor communication as training 
and experience permits, or provide 
pertinent information to a colleague. 

Document communications in donor 
records. 

Conversations with Sustainers 
respectfully address upgrades, pay 
method, and missed payments. 

Consult with department colleagues 
as appropriate regarding unique or 
difficult donor situations 

Communication is timely, clear, 
appreciative and respectful.    

Consistently apply customer service skills 
and expertise in Development Services 
topics and VPR to resolve a wide range of 
donor communications respectfully, 
effectively, and independently.   

Communication reflects how VPR values 
and appreciates donors, and includes, as 
appropriate, personalized mention of years 
of giving to VPR, special giving levels and 
Sustainer support.   

 



Essential Duties and 
Responsibilities 

Minimum Requirements Excellence in this Position 

Maintain accurate and complete 
donor records that adhere to relevant 
policies and procedures.   

Use Raiser’s Edge accurately t o  
complete responsibilities.  

Update donor records with 
sustaining contribution information; 
biographical & demographic 
changes; contact preferences; 
communications with VPR; and 
programming interests.   

Analyze and merge duplicate donor 
records. Create new donor records. 

Precise & proficient use of Raiser’s Edge 
Records components. 

Data entered is pristine to the level that 
imbues confidence in donors and 
colleagues.   

Participate in developing and documenting 
procedures to keep data consistent, 
accurate, and current.  

 

Generate donor correspondence 
regarding Sustainer contributions 
and other Development Services 
communications. 

Merge data provided by colleagues 
into templates, and generate letter 
and email correspondence.  

Perform quality assurance review 
prior to sending all correspondence 
files to ensure accurate information 
and professional appearance. 

Send correspondence consistently 
on schedule.  

Proficient use of Raiser’s Edge Query, 
Export and Mail components.  

Generate queries to produce the data 
required for letter and email 
correspondence.  

Consistent, near 100% accuracy in all 
correspondence.  

  

Prepare Development Services at-
station deposits. Participate in 
processing donor contributions.  

Deposit is completed accurately in a 
timely manner daily/as needed.  

Relevant paperwork and pledge 
forms are scanned to donor record 
and organized for deposit batch 
entry. 

Different types of Donor 
contributions are evaluated and 
entered accurately, for review by 
colleague. 

Maintain an excellent working knowledge 
of database and procedures for accurately 
entering various types of donor 
contributions.  

Carries out responsibilities independently 
while appropriately consulting with 
colleagues on unique or complex scenarios.    

Perform special projects as 
necessary. 

Consistently demonstrates the 
ability, flexibility, and efficiency to 
shift from one responsibility to 
another as priorities within the 
department shift. Apply knowledge 
of department and systems to 
quickly comprehend a project and 
complete it accurately with minimal 
supervision. 

Special projects are completed 
independently, timely, and accurately. 

 

Participate in training and 
professional development for the 
benefit of VPR. 

Resolve Raiser’s Edge functionality 
questions and problems using 
vendor’s support resources. 

Proactively seeks process improvements 
and efficiencies for department using 
vendor’s support resources. 



 
EXCELLENCE IN THIS ORGANIZATION includes the following: 
 

1. A high level of commitment and dedication to the mission of VPR and public radio. Personally volunteers 
support for public radio – either financially or in other ways. 

 
2. A high level of energy.  An obvious enthusiasm for the work of VPR. Outgoing, friendly with co-

workers, and demonstrates an appropriate sense of humor.  
 

3. Acting consistently with the highest standards of journalism, business ethics and personal integrity.  
Preserving confidentiality appropriately. Stewarding resources with prudence and accountability. 

 
4. Serving as an excellent ambassador for VPR, both formally and informally. Helping listeners, potential 

listeners, and donors connect with VPR. Holding leadership positions in the community on boards, 
committees, and through general volunteer opportunities. 

 
5. Facilitating excellent communications across departments, among employees, with the Board, with the 

public, with relevant national organizations, and with suppliers. Fostering open and candid relationships 
with VPR listeners and contributors. Managing conflict constructively. 

 
6. Demonstrating a commitment to the continuous improvement of VPR’s ability to fulfill its mission and 

vision. Demonstrating and encouraging creativity and enthusiasm for this work.  
 

7. Effectively working to strengthen the public radio community nationally. Being recognized by peers for 
knowledge of the craft, demonstrated expertise and success, and commitment to the cause. Holding 
leadership positions in national organizations involved with public radio. Bringing increased 
opportunities to VPR as a byproduct of these efforts. 

 
8. Expressing consistent, high performance expectations for themselves, their department, VPR’s leadership, 

and VPR. With staff: helping them develop a high level of commitment to their mission and excellent 
teamwork. Helping develop employee skills and abilities, mentoring well, and helping employees realize 
their professional goals. To the extent possible, helping develop the next generation of leadership at VPR 
and creating a viable succession plan for their department. Attracting and retaining great employees.  

 
9. Developing a broad understanding of all of VPR’s departments sufficient to collaborate effectively with 

peers, ensure excellent communication and teamwork among departments, contribute significantly to 
VPR’s general management, and help other managers do their jobs more effectively.  



 
SUPERVISORY RESPONSIBILITIES:  None 
 
POSITION REQUIREMENTS 
Education and Experience: Associate’s degree in Business and at least 2 years of relevant experience in 
Development, Customer Service, or related fields desirable.  
 
Essential Skills: Strong organizational, communication (written and verbal), interpersonal skills; 
attention to detail and follow through. Demonstrated ability to work collaboratively and independently, 
with a high degree of confidentiality, dependability, and flexibility. Demonstrated proficiency with 
Microsoft Office and other common technology. 
 
Physical Demands: While performing the duties of this job, the employee is regularly to talk, hear, walk, 
sit for extended periods, and occasionally stand, use hands to feel and hold, and reach with hands and 
arms. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required 
by this job include close vision and ability to adjust focus. The work environment is usually a shared 
office workspace and is usually quiet or contains normal office business noise. (The physical demands 
described here are representative of those that must be met by an employee to successfully perform the 
essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.) 
 
Please note: This is not an all-encompassing statement of this position’s responsibilities. While it 
attempts to be comprehensive, new responsibilities may be assigned to this position at any time. 
 


