
 

Job Announcement Start date:  Flexible, between Nov. 13 and Jan. 8 
October 2017  

 

 
Development Associate  

Part-time (18 hours per week),  
 

About Life Lab 
Life Lab is a 501(c)(3) nonprofit organization located on the farm of the Center for Agroecology 
& Sustainable Food Systems at the University of California, Santa Cruz. Life Lab cultivates 
children’s love of learning, healthy food, and nature through garden-based programs.  
 
Founded in 1979, Life Lab is a pioneer and national leader in garden-based learning, providing 
children’s programs, training and curriculum to inspire children locally and nationally. We serve 
more than 5,000 local children each year through in-school and after-school programs, field trips, 
and day camps at partner schools across Santa Cruz County and in our Garden Classroom in 
Santa Cruz and our Blooming Classroom in Watsonville. Through professional development 
workshops here and around the U.S. and curriculum sales and sharing, Life Lab also has national 
impact, positively affecting the lives of more than 400,000 children across the U.S. annually. 
 
Position 
This opportunity is for the part-time position of Development Associate. The Development 
Associate will be an integral part of Life Lab’s fundraising and community development team, 
working closely with the Associate Director for Development and Executive Director, as well as 
other members of the staff. The Associate’s role supporting the development and maintenance of 
our donor community is vital to the success and long-term sustainability of the organization. 
 
Responsibilities  
Life Lab is seeking an energetic, skilled and dedicated Development Associate to help us 
maintain and improve our development systems, increase our community outreach capacity, and 
build relationships with individual and organizational donors. The Associate will report to the 
Associate Director for Development. Our diversified revenue model includes individual support, 
special events, public and private grants and contracts, and program-related revenue, so the 
Associate will have opportunities to be involved in a variety of fundraising projects and 
activities.  
 
Donor Stewardship and Outreach (40%) 

 



● Lead gift acknowledgment processes to ensure that donors receive appropriate 
documentation of gifts, are reminded of pledge payments, and understand the vital 
impact their support has on Life Lab’s work; 

● Provide ongoing management of the donor database (Neon); 
● Manage calendar and action list for grant opportunities, proposals and reports;  
● Support general donor stewardship communications, to keep supporters informed and 

involved; 
● Work closely with the Associate Director for Development and program leaders to 

identify individual donors and prospects and connect them with Life Lab activities and 
giving opportunities; 

● Donor research and qualification; 
● Support board members in their fundraising work. 

 
Special Events (35%) 

● Work closely with Associate Director for Development to plan and successfully 
implement major annual spring fundraising event (200+ attendees) and smaller 
community events at other times of year; 

● Maintain timeliness and momentum of preparations and follow-up for special events;  
● Coordinate invitations, registrations and confirmations for events. 

 
Communications (10%) 

Work with the Associate Director for Development and communications team to create:  
● Social media content; 
● Donor information packets; 
● Marketing content. 

 
Meetings and organization (15%) 

● Development team coordination meetings;  
● Staff meetings and planning retreats. 

 
Core Values 
Life Lab values respectful communication, collaboration, connection with people and nature, and 
open, inquiring minds. The directors undertake management functions as partners with the rest of 
the staff, in support of their work toward Life Lab’s mission. A management team of program 
directors and the executive and associate directors cooperatively assesses strategic choices and 
organizational direction with the support and partnership of the board of directors. We value 
individual initiative and cultivate a culture in which it can thrive.  
 
Qualifications 
We’re looking for someone with the passion and commitment to support our programs and help 
shape Life Lab for sustainability and future growth.  
 
Key qualities we seek are:  

● strong computing skills in database, spreadsheet, word processing, cloud-based 
applications, social media, and online research and communication tools; 

 



● experience in major events production; 
● excellent organization, with systems for maintaining personal and team focus and 

priorities;  
● an eye for design and experience with design programs (or quick learner), such as 

Canva, InDesign, Photoshop, or similar programs; 
● nonprofit fundraising experience; 
● a passion for farm- and garden-based learning and children’s development;  
● team orientation;  
● excellent skills for communicating with diverse audiences, colleagues and partners in 

writing, by phone and in person;  
● comfort in leadership roles, including volunteer coordination;  
● self-awareness and excellent interpersonal communication; 
● flexibility and a sense of humor.  

 
The ideal candidate will also have the following professional qualifications:  

● multicultural experience and/or competency;  
● at least one year of nonprofit fundraising experience;  
● experience with Neon database;  
● understanding of Moves Management and/or Donor Life Cycle fundraising approaches. 

 
Compensation 
Salary:  $40,000 to $45,000 full-time equivalent annually, depending on qualifications. 
Generous paid vacation, sick time, and holidays. 
No medical, dental, or vision benefits are provided for part-time positions under 20 hours/week. 
403(b) retirement plan available.  
 
Process 
Please send a cover letter and resume to Life Lab Associate Director for Development Emily 
Mastellone-Snyder at emily@lifelab.org. Please include how you heard about the job in your 
cover letter. We will review materials and schedule interviews on a rolling basis after October 
30th. We are flexible about when the new Development Associate will begin work, between 
mid-November and early January. A background check will be conducted with finalists for this 
position. 
 
Life Lab is an anti-discrimination, pro-equity organization. People of color are strongly 
encouraged to apply. Life Lab is committed to a policy of non-discrimination as an Equal 
Opportunity Employer. Employment candidates and employees will be considered without 
regard to race, color, religion, gender, gender identity, sexual orientation, age, national origin, 
disability, or any other basis in accordance with applicable law.  
 
The Life Lab office and surrounding Garden Classroom and farm are nonsmoking areas.  
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