
 
 

Administrative Assistant, Resource Development 
 

Job Description  
 
Category: Hourly, Non-Exempt 
Supervisor: Director of Strategic Partnerships 
Last Update: May 2019 

 
Join a highly creative, collaborative, and award-winning team working together to benefit, 
support, and enhance the California Community Colleges—the largest and most diverse 
system of higher education in the nation. Incorporated in 1998, the Foundation for 
California Community Colleges (Foundation) is the official non-profit serving the California 
Community Colleges’ (CCC) system, Board of Governors, and the statewide Chancellor’s 
Office.   
 
The Foundation is the trusted partner of the California Community Colleges— facilitating 
collaboration, accelerating innovation, and increasing system wide resources. 
 
Under the direction of the Director of Strategic Partnerships, this new position represents an 
exciting opportunity for an individual with robust attention to detail and desire for accuracy 
to manage constituent recordkeeping and reporting. The Administrative Assistant, Resource 
Development will serve within the Advancement Department of the Foundation and 
provide administrative support to resource development activities with a focus on database 
management. 
 
Essential Job Duties/Responsibilities 
 
Data, Recordkeeping and Reporting 

• Accurately and effectively captures constituent, stakeholder, funder, and partner data 
and audits the integrity of that data in an ongoing manner 

• Organizes and maintains records including tracking grants, funder relations, partner 
relations, and revenue  

• Coordinates all aspects of gift collection including webpages, pledge cards or other 
giving pathways 

• Prepares timely gift acknowledgements 
• Prepares reports and segment lists upon request 
• Makes recommendations for best practices on data capture so that information can 

be efficiently and effectively reported from various technology systems including 
Salesforce 

• Manages complex mailing projects for the colleges 
• Supports team members to ensure data integrity by maintaining governance of data 

input and accuracy 
• Reconciles reporting with finance team 

 
 



 
 
Administrative Support 

• Provides administrative and customer support for the team’s 
activities  

• Coordinates printing, compiling and delivery of resource development materials  
• Assists in producing timely final proposal and report packages 
• Assists with funder and donor cultivation by supporting 

relationship-based activities (thank you cards, follow up calls etc.) 
• Assists in preparation of reports 
• Conducts funder research as requested 
• Assists with proposal submissions, including gathering information, 

and progress tracking 
• Provides administrative support for the California Community 

Colleges Scholarship Endowment (CCCSE), assisting with 
stakeholder communications, scholarship disbursements, and 
reporting process, coordinating with the Finance team as necessary 

• Provides administrative support for the Network of California 
Community College Foundations (NCCCF) membership renewal 
process and Board of Directors meeting preparations 

• Supports strategic partnership activities, including meeting and event 
preparation 

• Provides administrative support for fiscal sponsorship and 
management services program 

• Assists with meeting scheduling, preparation, and agenda 
distribution 

• Stays abreast of best practices in resource development systems and processes as 
reported by the Council for Advancement and Support of Education 

• Other duties as assigned and necessary for the smooth functioning of the team 
 
Supervisory Responsibilities 
May work alongside student assistants, overseeing quality of final work product. 
 
Level of Supervision 
Receives direct supervision and direction. 
 
Knowledge, Skills, and Abilities 

• Strong attention to detail, ensuring that all deliverables and projects are accurate, 
professional, and up to date 

• High proficiency with Microsoft Office Suite required 
• Some working knowledge of Salesforce or similar CRM software  
• Some working knowledge of fundraising donor management systems is highly 

preferred 
 



 
 

• Some working experience with calendaring and scheduling meetings and 
coordinating events 

• Ability to excel in a fast-paced environment with changing priorities and deadlines 
• Ability to collaborate effectively as a member of a team 
• Ability to build and maintain strong working relationships (internal and external to 

the team and organization) 
• Strong initiative and work ethic, with proactive problem-solving instincts 
• Ability to exercise good judgment 
• Ability to handle sensitive data with confidentiality 
• Ability to quickly master office software and equipment  
• Ability to learn quickly and gather and analyze information skillfully 
• Familiarity with the California Community Colleges and system partners and 

stakeholders is a plus 
 
Education and Experience 

• Associate degree or higher preferred but students who have made significant 
progression toward a degree will be considered 

• Minimum of 2 years of work experience in administrative capacity, record keeping, 
data management, resource development or another related field 

• Experience in an education or non-profit environment is a plus 
 

Supervisor: Director of Strategic Partnerships 
 
Working Conditions and Travel 
This is a full-time position, 40 hours a week, with additional hours as needed to address the 
needs of the organization. Rare overnight travel may be required.  
 
Physical Requirements 
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. 

• Frequent lifting of materials (20 lbs or less), occasional lifting of items 20 lbs+ 
• Ability to work at a computer workstation for periods up to 4 hours at a time 
• Ability to speak on the telephone for a total of up to 3 hours per day 
• Ability to sit for up to 3 hours  

 
Compensation 
The compensation is commensurate with experience and qualifications. The excellent 
benefits package currently includes paid holidays, sick and vacation leave; medical, dental, 
and vision insurance, employee assistance program and a defined benefit retirement plan 
(CalPERS). 
   
 



 
 
To Apply  
For immediate consideration, please submit a letter of interest and resume saved as 
Microsoft Word (.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to 
jobs@foundationccc.org. Please include in the subject line: “Administrative Assistant, 
Resource Development". 
 
The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees 
and applicants for employment without regard to race, color, religion, sex, sexual orientation, gender identity, gender 
expression, national origin, age, veteran status, disability or genetics. In addition to federal law requirements, The 
Foundation for California Community Colleges complies with applicable state and local laws governing 
nondiscrimination in employment. 
 


	Administrative Assistant, Resource Development
	Job Description
	Essential Job Duties/Responsibilities
	Education and Experience
	Working Conditions and Travel


