
 

 
 
 

Development Associate 
The SEED School of Miami 

 

 

 
Job Level: Support Staff 
Reports to: Director of Development 

 
 
About SEED: 
The mission of SEED schools is to prepare students academically, socially, and emotionally, for success in 
and beyond college in a public, college-prep, boarding school setting.  
 
Based on the success of the first two schools in The SEED School network, one in Washington, D.C. and one 
in Baltimore, Maryland, The SEED School of Miami will open its doors to 240 students in grades 6-9 in 
August 2017. At full scale, SEED Miami will grow to serve 400 students in grades 6-12, 100 percent of 
whom will come from underserved communities across South Florida.  
 
As outlined in Florida legislation, an eligible SEED Miami student is a Florida resident, at risk of academic 
failure, who comes from a family whose income is at or below 200 percent of the federal poverty 
guidelines, and meets at least one of the below four additional risk factors: 
 

 The child is served under the child welfare waiver demonstration, (to include foster care) or has 
been declared an adjudicated dependent by a court 

 The student’s head of household is not the student’s custodial parent 
 The student resides in a household that receives a housing voucher or has been determined eligible 

for public housing assistance 
 A member of the student’s immediate family has been incarcerated 

 
All SEED students live on campus between Sunday evenings and Friday afternoons and transportation is 
provided back and forth to home and school on the weekends.  
 

* More information can be found on the school’s website: www.miami.seedschool.org 
 
 
Primary responsibilities include but are not limited to: 

Gift Processing/Database Administration 

 Prepare daily donation deposits 

 Maintain donor database and manage daily input of gifts 

 Secure information that can be used to augment thank you letters 

 Ensure that notes are added to donor record in a concise, but, meaningful way 

 Assist with development of mailing list segmentations and Raiser’s Edge reports 

Grant Support 

 Assist with researching foundations and corporations 
 Track grant usage reports and send reminders to program staff on a quarterly basis 
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 Assist with assembly and delivery of grants 

 Produce acknowledgement letters for grants 

General Administration 

 Assist Development team with all areas of special events as requested 
 Provide support to Development team preparing presentation materials for major/planned gift 

donors, corporate partners, foundations, etc. 

 Maintain inventory of supplies, publications and printed donor materials and order additional 

supplies as needed 

Qualifications and Requirements include but are not limited to: 

 College diploma and four years related experience or equivalent combination of experience and 

training. 

 Excellent working knowledge of Microsoft Office software programs. 

 Working knowledge of Raiser’s Edge software preferable or knowledge and understanding of 

relational databases. 

 Knowledge of basic filing and retrieval systems and the ability to utilize them. 

 Excellent knowledge of basic office practices (e.g. letter writing/formats, scheduling, etc.) 

 Ability to: be flexible and dependable; work under pressure; and, work efficiently. 

 Good writing and verbal communication skills. 

 Ability to prioritize work assignments. 

 Excellent attention to detail. 

Job Type: Full-time 

Required education: 

 Bachelor's 

Required experience: 

 Development: 2 years 

 

 


