
 

 

 
Founded in 1981, the Greater Lansing Food Bank (GLFB) is a highly visible non-profit organization that provides emergency food to 
individuals and families in need in Ingham, Eaton, Clinton, Shiawassee, Clare, Isabella and Gratiot counties. Food is distributed through an 
extensive network of food pantries, shelters and community kitchens located throughout the region. GLFB annually serves tens of 
thousands of people, many of them seniors and children. Our recipients also include the “working poor,” those individuals who are 
employed but don’t earn enough to meet housing, health, transportation and food needs. 
 
The GLFB is seeking an organized and reliable individual to step into the newly created position of Development and Administrative Support 
Assistant as part of our team.  This is a full-time, entry–level, non-exempt position and will work during our normal business hours (8a-5p) 
Monday through Friday with occasional evening/weekend hours for special events. Benefits offered include paid vacation and sick days, 
paid holidays, 401k and life insurance, and health, dental and vision coverage.  The ideal candidate must be a hands-on team player with a 
positive attitude and a high aptitude for accuracy and precision, attention to detail, and speed.  This associate will also have excellent 
communication and interpersonal skills with the willingness to take initiative and figure things out. A passion for our mission of feeding 
those in need is also a definite plus. 
 
To apply: Please send cover letter, resume and salary requirements to Sarah Jaworski, Director of Administration, at sarah@glfoodbank.org  
For additional information, please visit www.glfoodbank.org. Open until filled. 
 

Position Description 
Title: Development & Administrative Support Assistant 
Classification: Nonexempt 
Job Type: Full-time 
Reports to: Director of Administration/Development Manager 
Date: May 19, 2017 
 
ESSENTIAL FUNCTIONS 

 Accurately process donations and prepare acknowledgement letters and other correspondence (depending on time of year, this 
may comprise 70%+ of workload) 

 Maintain foundation, corporation and individual donor files 

 Create monthly fundraising reports and other database reports as needed 

 Continually update and maintain database records while monitoring for accuracy 

 Conduct preliminary research on prospective corporate foundation and individual donors 

 Coordinate productions and mailing of various annual appeal letters 

 Send appropriate documentation to process credits to donors 

 Maintain guest/sponsor lists, preparation of sponsorship and other event materials and other duties as assigned for special events 

 Some Donor contact as needed 

 Other duties as assigned 

QUALIFICATIONS  
Required 

 Associate’s or bachelor’s degree (or equivalent) in a related field 
 A minimum of three years’ experience in an administrative position, preferably in a non-profit development office 
 Proficiency in MS Office and previous CRM system/donor database experience 
 Excellent verbal and written communications skills 
 Ability to present information concisely and effectively, both verbally and in writing 
 Ability to organize and prioritize work 
 Ability to work independently with little supervision while keeping on task 
 Excellent interpersonal skills 
 Experience with WordPress or other CMS platform a plus 
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Possible performance measures: 

 Number of donations accurately processed and acknowledged within 24 to 48 hours 

 Success in maintaining accuracy of database records 

 Accuracy of fundraising reports 

 Success in coordinating the production of direct mail appeals 

 Success in maintaining donor hard copy files 

Other Duties 
 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are 
required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.  

 

Work Environment 
This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, 
photocopiers, filing cabinets and fax machines. 
 
Physical Demands 
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. 
 
While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand; 
walk; use hands to finger, handle or feel; and reach with hands and arms. 
 
This position requires the ability to occasionally lift office products and supplies, up to 20 pounds. 
 
Position Type/Expected Hours of Work 
This is a full-time position, and hours of work and days are Monday through Friday, 8:00 a.m. to 5 p.m. 

 

 

  


