
 
 
 
 

DEVELOPMENT ASSOCIATE JOB DESCRIPTION 
 
DEPARTMENT: Development 
 
REPORTS TO:  Director of Development 
 
SUMMARY: 
Northern Stage’s Development Associate is an essential member of an energized, rural, 
professional theater company with a mission of changing lives, one story at a time. The 
Development Department secures and retains all contributed revenue. The team is 
responsible for attaining 50-55% of the revenue to support the theater’s overall $4M 
operating budget through a variety of strategies: major gifts, corporate partnerships, 
annual fund, government and foundation grants, and other initiatives. This department is 
also responsible for the management, coordination and implementation of capital 
and/or endowment campaigns for Northern Stage’s 25th Anniversary and any other 
future special fundraising campaigns. The Development Associate will focus on individual 
giving activities such as the annual fund drive, membership renewals, and donor insider 
events, and will also play an integral role in department wide initiatives. The Development 
Associate reports directly to the Director of Development, and is an active ambassador 
for this dynamic company, embodying its core values and mission/vision.  
 
Due to COVID-19, the responsibilities for this position are outside of the normal scope of 
work as we make our way back to full operation. The health and safety of Northern Stage 
employees is and will continue to be our top priority. We highly encourage folks who are 
Black, Native or Indigenous, People of Color, Queer or Trans, Poor or Working Class, 
Disabled, Young, Elderly, and/or who speak English as a second language to apply. 
 
KEY RESPONSIBILITIES: 

● Work directly with the Director of Development and team on strategy, 
materials, and implementation for annual appeal and donor 
memberships/renewals, as well as other cultivation processes and initiatives 

● Accurately maintain donor database, process gifts, complete 
acknowledgement letters in a timely fashion, participate in calling 
campaigns, and maintain paper records 

● Create donor reports and lists for playbills 
● Assist with managing/implementing donor events 
● Keep calendar/schedule for all development prospects and stewards. Act as 

clerical point person for the department’s administrative functions 
● Support additional fundraising and cultivation events including but not limited 

to pre-show hosting and special event programs 



 
 
 
 

● Attend, participate, and sometimes take and distribute notes for weekly 
development team meetings, and other meetings as scheduled 

● Support ongoing efforts to record all development processes in Northern 
Stage development manual 

● Research foundations and apply for grant opportunities under the direction 
of the Development Director 

● Strategize and implement tactics devised to streamline development 
processes (data management, donation processing, etc.) 

● Support and collaborate with the Director of Development and the wider 
company 

 
QUALIFICATIONS: 

● A Bachelor’s degree or higher from an accredited university or college. 
● Strong ability to organize and analyze. Excellent communication skills -- both 

written and verbal. 
● Desire and ability to establish and maintain meaningful relationships with a wide 

range of donors.  
● High degree of initiative, excellent attention to detail, ability to work as a team 

and also lead 
● A passion for the cultural arts and Northern Stage’s mission, programs, and future 

plans. 
● An ability to work on multiple projects simultaneously while setting priorities. 
● Familiarity with the greater Upper Valley of VT/NH area is a plus. 
● The willingness and ability to work evenings/weekends to attend Northern Stage 

performances and represent Northern Stage at events. 
● Computer proficiency and ability to master fundraising software (experience 

with PatronManager CRM a plus), Google platform, Mailchimp, Wordpress and 
Excel. Previous experience with nonprofit development work a plus. 

 
COMPENSATION: Competitive 
START DATE: Position open until filled 
JOB TYPE: Full time 
 
HOW TO APPLY  
To apply, please submit the following materials in MS Word or PDF electronic form to 
Director of Development, Robin Caissie (rcaissie@northernstage.org) with 
“Development Associate” in the subject line: 

● Cover letter 
● Resume 
● One (1) writing sample 

mailto:rcaissie@northernstage.org


 
 
 
 

● Three (3) professional references, who will not be contacted without the 
approval of the candidate 

All inquiries and materials will be confidential. Applications will be acknowledged. 
Please email only, do not mail hard copies.  
 
ABOUT NORTHERN STAGE 
Northern Stage (northernstage.org) is a regional non-profit LORT-D professional theater 
company located in White River Junction, VT. Northern Stage actively engages its 
audiences with world-class productions and extensive educational and outreach 
programs in its new home, the Barrette Center for the Arts. Founded in 1997, the company 
has offered more than 150 professional productions of new works, classics, and musicals. 
Now in its 25th Season, Northern Stage serves over 50,000 people. In 2014, the company 
launched a new play festival that has cultivated five world premiere productions and 
two Off-Broadway transfers. A robust educational program focuses on professional 
training in a nurturing and supportive environment for students of all ages. Offerings 
include student acting ensembles, a summer musical theater intensive, and an expansive 
theater-in-the-schools residency program. Northern Stage’s breadth of programming 
supports the company’s mission to “change lives, one story at a time.” Northern Stage 
Company is an equal opportunity employer. 

http://northernstage.org/

