
 
 
Job Title:          Assistant Development Director 
Employer: Center for ReSource Conservation (CRC); Boulder, CO 
Job Status: Part-time, Non-Exempt, Flexible Hours (20-25 hrs) 
Reports To: President 
 
 
About the Center for ReSource Conservation 
Founded in 1976, the Center for ReSource Conservation (CRC) is a nonprofit social enterprise dedicated to putting 
conservation into action. CRC’s programs serve more than 50,000 community members each year and make it easy 
to conserve water, energy, and materials. Learn more at conservationcenter.org. 
 
CRC Mission: To put conservation into action  
 
CRC Vision: Thriving communities living sustainably 
 
CRC Values: 

• Responsible stewardship  
• Impact 
• Collaboration 
• Diversity 
• Leading with integrity 
• Excellence of service 

 
Job Summary 
This individual will work to advance the mission of CRC by coordinating all aspects of CRC’s grants and donations 
program to help the organization take the next big steps forward. This dedicated development professional is 
responsible for building on CRC’s current success and to develop sustainable funding for our growing water 
conservation, clean energy, and waste reduction efforts. This is a part-time role, generally two to three days per 
week, with flexible hours.  
 
Principal Responsibilities 
 
Grant Writing 

• Research, prioritize and initiate state, local, and private funding opportunities. 
• Develop and write compelling grant proposals, letters of inquiry, budgets and other required attachments 

for grant applications. 
• Coordinate with program managers to ensure compliance with funder requirements, policies and 

procedures and ensure timely submission of materials internally and externally. 
• Steward the relationships with funders by sending acknowledgement letters, project updates, reports and 

other communications. 
• Collaborate with program staff to collect and report on outcomes and achievements to ensure proposal and 

reporting language accurately reflects activities of CRC. 
• Maintain a comprehensive grants calendar to track proposal/report due dates, reporting criteria, 

communications history and other relevant information. 

http://conservationcenter.org/


 
 

Database Management 
• Manage the organization’s donor database by ensuring complete and accurate tracking of donor and gift 

information. 
• Develop best practices for data update processes, writing and running existing and new queries/reports. 

 
Special Events and Other Projects 

• Oversee planning, execution and follow-up for special donor events. 
• Support donor-relations efforts and collaborate with CRC stakeholders to build long-term relationships with 

individual donors and explore new gift prospects. 
• Create and implement an annual calendar of donor touch-points with a goal of keeping donors engaged. 
• Coordinate Colorado Gives Day initiatives, including drafting and distributing solicitation materials, 

encouraging staff to solicit their networks, and following up with timely acknowledgments. 
• And other duties, as assigned. 

 
Desired Qualifications 

• Exceptional writing skills – must be clear, concise and compelling. 
• Experience in grant management, communications and/or marketing for nonprofit(s). 
• Bachelor’s degree required. 
• Comfortable working directly with donors, corporate partners, foundations and a portfolio of relationships; 

and with balancing multiple, concurrent fundraising initiatives. 
• Commitment to maintaining confidentiality. 
• Proven organizational skills, attention to detail, follow-through, meeting deadlines with quality deliverables. 
• Self-starter with the ability to work independently and take direction as needed. 
• Proficiency with Microsoft Office, Internet search engines required for researching fundraising databases.  
• Experience in environmental and conservation organizations a plus. 
• Must complete and clear a professional background check. 

 
Expectation for All Employees 
Support CRC mission and exhibit a commitment to: 
• Promoting innovation, excellence, and respect for the long-term sustainability of our environment; 
• Working collaboratively, with integrity and respect for fellow employees, associates, and our communities; 
• Embracing personal responsibility and accountability for your job. 
 
To apply please send a cover letter, resume, and salary expectations to HR@conservationcenter.org with the subject 
line “Assistant Development Director – Your Name”.  Applications accepted on a rolling basis until February 29, 
2016. 
 
CRC is dedicated to equal employment opportunities. We provide equal employment opportunities to all individuals based on job-related 
qualifications and ability to perform a job, without regard to age, sex, sexual orientation, race, color, religion, national origin, disability, marital 
status, military status, gender expression, genetic information or any other classification protected by applicable state or local law. It is our 
policy to maintain a non-discriminatory environment free from intimidation, harassment or bias based upon these grounds. 
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