
 
JOIN THE TEAM! 

Development Associate 
Temporary, Full-time

 

Take the next step in your career and join the Eisner community healthcare team.  Founded in 1920, 
Eisner Health provides high-quality, integrated community healthcare to the underserved population in 
Los Angeles, Lynwood, Sherman Oaks, Van Nuys, and Panorama City.  As one of the largest providers of 
accessible, free, or low-cost health and social services in the area, Eisner Health offers a wide variety of 
opportunities from which to choose.  So don’t delay, we are waiting to hear from you! 
 

 
*This position is a TEMPORARY 6 month assignment.* 

 
Quick Facts: 
 

Eisner Health is seeking a qualified Development Associate to join our team! Under the direction of the 
Development Director, the Development Associate, will assist with the operations of Eisner Health’s fundraising 
programs. Incumbents in this position are expected to support all organizational expectations and perform 
duties as required, this includes, but is not limited to, the following: 

 Maintain donor records in the donor database, including ongoing updates to donor and prospect 
constituent records, entering financial gift information and creating financial reports. 

 Handle calls from major donors and provide courteous donor services support to include answering gift 
inquiries and assisting with gift-related issues. 

 Assist with the production of materials related to funding development, including background research, 
gift acknowledgments, stewardship reports, and letters to donors. 

 Maintain the development communications calendar and assist with the preparation and processing of in-
house mailings. 

 Work with Director of Development & Communications to help plan and execute logistics for donor 
cultivation and recognition events. 

 Participate in planning and implementing special events. 
 Conduct research to help identify new corporate prospects for events. 
 Support the Development team with event sponsorship tracking, guest list tracking, invoice/payment 

process, check requests, etc. 
 Support event sponsor recognition and major donor recognition process. 
 Provide miscellaneous event support such as gift-in-kind tracking and solicitation, event supply inventory 

and event set-up and preparation. 
 Provide executive and development staff support for donor visits, including donor/marketing materials, 

hosting tours / attend check presentations, as requested. 
 Track cultivation, stewardship and solicitation activity for donors and prospects. 
 Assist with cultivation, solicitation and recognition programs for the organization's donors. 
 Support the Director in scheduling meetings and other assignments as needed. 

 

Requirements and Qualifications: 
 
 Bachelor's degree. 
 Experience implementing fund development and marketing strategies. 
 Experience working effectively with a variety of constituencies including, but not limited to volunteers, 

donors and potential donors. 
 Experience working in an office setting. 
 Excellent organizational, written and oral communication skills. 
 Strong interpersonal skills. 
 Strategic, organized and self-directed. 

 


