
 

 

 

POSITION ANNOUNCEMENT:   CFE Development Associate 

Who is CFE? 

The Chicago Foundation for Education is focused on ensuring that all Chicago Public School 

educators having the resources they need to drive student success.  As an organization, we 

believe educators are the champions of our communities. We work to empower and engage 

them through supportive grant opportunities that include: curricular and supply funding; 

action research fellowships; professional learning community work; summer travel and 

learning experiences; and professional growth programming. We are in on our 35th year of 

supporting CPS educators, and are now looking to expanding our team by hiring a 

Development Associate. To learn more about the organization and its mission, visit 

www.cfegrants.org. 

Position Summary 

The Development Associate provides support to the fundraising-focused Co-Executive 

Director at the Chicago Foundation for Education. The position is full-time and the office is 

located at the CLA Literacenter (641 West Lake Street, Chicago). This person will be an 

excellent addition to our dynamic and welcoming team. 

Is this Your “Dream Job”? 

YES, if… 

 You enjoy having multiple projects on your plate that require strong organizational 

skills as well as the ability to switch tasks as needed.  

 You value a healthy, vibrant work culture where teamwork is critical and clear 

communication is key.  

 You anticipate problems, create solutions, and can execute with moderate guidance. 

Major Responsibilities 

 Administration (50%) 

 Manage the accurate, error-free, and timely input of all constituent and gift 

information into Salesforce. 

 Manage the generation of donor acknowledgements on a daily basis. 

 Create reports and dashboards via Salesforce to monitor progress against 

goals. 

 Provide overall administrative support to the Co-Executive Director, including 

but not limited to: responding to written and phone inquiries; drafting 

correspondences; requesting and scheduling donor meetings; and performing 

general clerical tasks. 

http://www.cfegrants.org/


 Prepare pre-meeting research, notes, and documents for the Co-Executive 

Director. 

 Assist with marketing and outreach; compile packets and prepare mailings. 

 Create and maintain accurate, error-free, and detailed donor profiles on 

existing and potential corporate, foundation, and individual donors.   

 Conduct donor research to expand donor pipeline. 

 Recruit, screen, interview, and manage Development Interns. 

 Serve as liaison to the Auxiliary Board, planning and attending meetings while 

supporting their membership growth and fundraising events. 

Campaigns (50%) 

 Assist with fundraising efforts, including but not limited to: telephone and 

written solicitations; tracking pledges; managing volunteers; preparing event 

materials; and executing the invitation process. 

 Manage and report on all event registrations. 

 Assist with annual fund appeals, special invitations, handwritten notes, 

solicitations, etc. 

Additional responsibilities, as needed. 

Work Schedule 

Average of 40 hours a week, with occasional evening and weekend work required. 

Qualifications 

 Minimum of 5 years in non-profit development work.    

 Excellent attention to detail. 

 Salesforce experience and/or skilled with other CRM data entry, data reporting and 

dashboard development. 

 Holds the value that educators are the champions of our communities. 

 Demonstrates a passion for public school education, educators, and students. 

 Exhibits eagerness, flexibility, focus, and drive. 

 

Salary and Benefits 

CFE offers a competitive salary and benefits package. The Chicago Foundation for Education 

is an equal opportunity employer. We strongly encourage and seek applications from all 

people, inclusive of all genders, people of color, immigrant, bilingual, and bicultural individuals, 

as well as members of the LGBTQ+ communities.  

 

Deadline to apply 

Kindly submit your resume and cover letter to KJ@cfegrants.org by October 25, 2019. No 

phone calls please. 
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