


This role would be perfect for someone who is detail-oriented, skilled with technology, and has a strong 

interest data management and analysis. The ideal candidate would have 1-2 years' experience working 

in a database. 

Key Responsibilities: 

• Daily processing of donations and updating donor information, using WPC's database, The

Raiser's Edge

• Manage acknowledgment letters and tax receipt process, working closely with the

organization's President and Development Director to ensure donors are acknowledged in a

timely manner

• Creates and maintains accurate donor and gift records according to organizational policies and

procedures

• Assist with sponsor coordination and data entry for our largest events, the Annual Dinners

• Additional tasks include coordination of donor-relation mailings, such as monthly and quarterly

in-house mailing projects, , attending weekly team meetings and monthly strategy meetings,

and regularly pulling reports and metrics

• Other duties as assigned

Key Qualifications: 

• Understand and support our mission to promote free-market solutions through research and

education in Washington state

• High level of organization, attention to detail and the ability to manage and prioritize multiple

projects at one time with success and accuracy

• Skilled with technology with the ability to quickly learn new programs

• Ability to interact accordingly with current and prospective donors in person, through email and

over the phone

• Ability to clearly communicate with employees in different roles

• Must exhibit sound judgment in confidential donor matters

• Experience with Microsoft Office products including Word and Excel

• Proficient writing skills

• Database experience preferred

• Bachelor's degree and 1-2 years' experience on a development team or similar field

Details/Benefits: 

• Desired start date: February 2020

• Hours: Full-time, 8:30AM-5:00PM, Monday-Friday, occasional evenings for events

• Compensation: DOE, $38,000-$44,000, 90% employer-paid health (medical/dental/vision) 

insurance

• Vacation: 2 weeks paid (after 3 months), 10 paid holidays a year

To apply, submit resume, cover letter, available start date and salary requirements by January 31st to: 

Tashina Kreilick, Development Manager, 206-937-9691, tkreilick@washingtonpolicy.org 


