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Title:   Development Associate 

Status:   Full-Time 

Reports to:  Director of Development 

Location:  West Los Angeles 

Salary:   $52,000 - $55,000 DOE 

OUR HOUSE Grief Support Center is the premier provider of grief support services in Southern California. 

For more than three decades, OUR HOUSE has helped thousands of children, teens, and adults in Los 

Angeles County find healing after the death of someone close. Our vision is to create a world in which grief 

is embraced, understood, and respected. We seek a talented and motivated Development Associate to join 

our Development team. 

Job Summary  

The Development Associate will be primarily responsible for managing all CRM databases and processing 

donations. Working closely with the Director of Development, the Development Associate will also support 

fundraising events, marketing, and operations. This position requires strong data analysis, project 

management, and interpersonal competencies. Nonprofit data management experience and knowledge of 

best practices preferred. Salary is commensurate with experience and responsibilities. 

Essential Job Duties 

 

• Manage all organizational CRM databases and ensure data integrity 

• Process incoming donations and acknowledgments 

• Produce fundraising reports and conduct related analysis 

• Field phone call, email, and in-person inquiries as they pertain to donations and events 

• Communicate with stakeholders, including board members, donors, volunteers, and clients 

• Support Marketing by designing flyers, writing copy, preparing newsletters, and updating 

websites 

• Reconcile monthly donation revenue with the Finance Manager 

• Perform donor and prospect research on individuals, corporations, and foundations 

• Support fundraising event logistics, inventory management, weekly event recaps, and registration  

• Additional operational support as needed, including but not limited to covering reception, 

supporting non-fundraising events, and purchasing supplies 
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Basic Qualifications 

• Bachelor’s degree or equivalent and 1-2 years of experience working or volunteering with a 

nonprofit organization 

• Strong administrative skills and self-motivation, with the ability to set priorities and manage 

multiple tasks under minimal supervision in an effective and efficient manner 

• Intermediate to expert skills in Microsoft Office (Word, Excel, PowerPoint, SharePoint) 

• Experience with nonprofit CRM databases, such as DonorPerfect or Raiser’s Edge 

• Capacity to work under pressure and respond to deadlines without sacrificing quality 

• Demonstrated interest in grief support and the mission, vision, and values of OUR HOUSE 

 

Benefits 

• Hybrid Work Schedule (Three days in the office) 

• Medical, Dental, and Vision Plans 

• 403B Retirement Plan 

• Eligible for Public Service Loan Forgiveness for Federal Student Loans 

Interested applicants should send a resume to Joshua Goldman, Director of Development, at 

Josh@ourhouse-grief.org. Cover letter optional. 

We are an equal opportunity employer, and all qualified applicants will receive consideration for employment 

without regard to race, color, religion, sex, national origin, disability status, protected veteran status, or any other 

characteristic protected by law. 
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