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                         FUND DEVELOPMENT INTERN 

                       POSITION DESCRIPTION
	WHO WE ARE:
	The Charities Review Council seeks to strengthen the integrity of the nonprofit sector by providing information and educational services to promote smart philanthropy and accountable nonprofits.

	GOAL OF POSITION:
	Assist with fundraising/development activities of the Council including our annual giving campaign, grant proposal writing, research and evaluation.

	POSSIBLE DUTIES:
	· Assist with planning and implementation of fundraising activities.

· Answer donor inquiries via phone and e-mail about nonprofit organizations and their solicitation requests.

· Participate on Financial Capacity Committee, a sub-committee of the Board of Directors. 

· Develop and prepare annual giving letter.

· Research possible in-kind donors.

· Assist with maintenance and up-keep of donor database.

· Research potential foundation funders.

· Compile program evaluations; write grant reports.

· Assist with donor acknowledgement.

· Administrative duties as needed. 



	QUALIFICATION(S):

	· Excellent oral and written communication skills.

· Innovative and creative.

· Able to meet deadlines.

· Self-directed.

· Strong interpersonal skills.
· Interest in nonprofit sector/accountability/development.

	BENEFITS:
	Gain hands-on experience, acquire new skills, learn about the importance of being transparent and accountable in the nonprofit sector, explore career possibilities, friendly staff, free parking. 

	TIME COMMITMENT:
	3-6 month commitment. Flexible schedule within office hours of 8:00 am – 4:30 pm, Mon-Fri. 10-20 hours per week.

	TO APPLY:
	Please email letter of interest and resume to:

Jenna Forner
Nonprofit Services Assistant
Charities Review Council

2610 University Avenue W, Suite 375

St. Paul, MN 55114

(651) 224-7030

jforner@smartgivers.org



