
Job Description: Development & Membership associate 
 
MINIMUM QUALIFICATIONS: 

 BA/BS degree 

 Demonstrated track record of successful fundraising experience that includes special 
events, donor cultivation and recognition, donor records and acknowledgement 

 Prefer two years or more experience in development or member services 
 
ESSENTIAL FUNCTIONS: 

 Initiate regular foundation contact with broad donor and constituent base to further 
develop commitment to the foundation focused on annual campaign 

 Assist with planning and managing events that support fundraising and membership 
initiatives, highlight the Kansas Historical Society’s work, and attract new members to 
the Foundation. This includes assisting with all membership events for the Kansas 
Historical Foundation, including receptions/events and campaign events for major donors 
and prospects, and other events as directed by the KHF.  

 Collaborate closely with foundation and society staff in increasing support from 
members; communicate activities via written contact reports in donor software.  

 Monitor and evaluate achievement of event targets and prepare reports on event outcomes 
and costs. 

 Must be able to work an irregular work schedule, including evenings or Saturdays as 
needed and additional hours during peak times 

 Cultivate partnerships and alliances that will promote growth and awareness within the 
state 

 Create and implement strategies to meet membership and fundraising goals 
 Must show ability to handle multiple projects with little to no supervision. 
 Excellent oral and written communication skills 
 Must be able to maintain a high level of confidentiality 
 Ability to plan and arrange own work, including organizing, tracking, and prioritizing 

assignments and tasks 
 Plan a minimum of two per month local community activities for Board of Directors to 

host in order to raise visibility and increase membership 
 Plan and implement members’ opening events for KMH temporary exhibits 
 On a monthly basis, give  donors guided tours of the KHS facilities, including behind the 

scenes in museum and archives storage 
 Plan and coordinate annual history tour 
 Plan and coordinate annual meeting  
 Perform other duties as assigned 
 Requires some in-state travel 

 
EQUIPMENT/MATERIALS USED: Knowledge and experience with database management 
and using audio/visual and computer technologies helpful      
 
 


