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JOB POSTING 
 
 

Title:  Development Associate 

FLSA Classification:  Nonexempt 
Pay Range:  $60,000 - $62,100 annually (or $28.85 - $31.05 per hour) 
Location: Seattle, WA  

 

Overview 

Ronald McDonald House Charities of Western Washington and Alaska (RMHC) supports seriously ill 
children and their families by providing housing while they receive treatment from Seattle Children’s 
Hospital. Our facilities are located in the Laurelhurst neighborhood of Seattle. 

The Development Associate is an administrative assistant role and will be responsible for all aspects 
processing gifts and donations, writing, producing, and coordinating acknowledgment letters, the 
data entry and maintenance of the Blackbaud / Raiser’s Edge Software system, and creating reports 
with the highest level of accuracy related to the management of donor information. The Development 
Associate reports to the Finance Director and will also support the Development Team with 
fundraisers, events, initiatives/projects related to the strategic plan, and donor stewardship activities. 

Here’s what you’ll be doing:  

Gift Processing 

• Responsible for accurate and timely data collection, input and processing of all donor and gift 
information into Blackbaud Raiser’s Edge NXT donor database. 

• Reconciliation of cash and checks in conjunction with the Finance Director. 
• Responsible for confirming and processing all matching gifts. Communicate with matching gift 

companies when necessary to retrieve gifts, make inquiries, complete documentation, and 
resolve problems. 

• Download and process all online gifts from various sources. 
• Maintain database accuracy and integrity through careful entry and thoughtful cleanup 

projects. 
• Maintain data, donor, guest, and partner confidentially. 
• Tracks Board of Directors pledges and gifts and verifies theses pledges against the short- and 

long-term pledge receivable balances maintained by the Finance Director in QuickBooks and 
make any adjustments as needed. 

• Responsible for any cross training necessary to provide adequate backup to the 
responsibilities of this position. 
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• Accurately prepare and review all gift acknowledgment letters/tax receipts and tribute 
notifications within 24- 48 hours, identifying opportunities for personalization and reduction of 
turn-around time. 

Ancillary Job Functions 

• Support the Finance Director with inquiries and reporting requests during the annual audit, 
budgeting process and other times as needed. 

• Assist the Finance Director with donor database information as it relates to the formation of 
program and budget items for grant application purposes. 

• Serve as a liaison between the Finance Director and the Development Team. 
• Field phone calls and problem-solve while providing excellent service to our stakeholders. 
• Assist in the creation of mailing lists and reports. 
• Assist with monthly financial reconciliations, reporting between QuickBooks and the 

Blackbaud / Raiser’s Edge Software system. 
• Participate in special projects in support of RMHC. 
• Accurate attention to detail, professional interaction with others in-person, online, and through 

email, use of critical thinking skills to strategize, develop and implement business plans, 
create, and edit documents, listen and participate verbally at meetings are required. 

Here’s what we’re looking for:  

• 2 years of related administrative assistant experience in a Development or Advancement 
Office (experience in higher education, nonprofit or healthcare setting is preferred). 

• Associate Degree required, Bachelor’s preferred; and experience and proficiency in 
Blackbaud Raiser’s Edge NXT database management software required. 

• Computer proficiency in Windows, Microsoft Office, Microsoft Outlook, PowerPoint, and Excel. 
• Exceptional organizational skills and ability to prioritize tasks; detail oriented; strong 

interpersonal skills needed to interact with staff and donors; excellent verbal and writing skills. 
Excellent proofreading skills required. 

• Good project management skills, ability to manage multiple simultaneous projects and 
deadlines. 

• Ability to work as a flexible team member, energetic and self-motivated; ability to learn new 
software and implement virtual components to events. 

• All employees of RMHC Western Washington & Alaska are required to be fully vaccinated for 
COVID-19, including all boosters recommended by the CDC on day 1 of employment. 

• Work location is on site at the Seattle office, Monday through Friday.  

Here’s why you’ll love working at RMHC:  

Amazing People – We are a collective of dedicated nonprofit professionals, direct service family 
advocates, social workers, and bilingual housing and facilities teams that make the RMHC House a 
home away from home. 

Caring Environment – Our House is a community where our nurturing staff support and provide 
services for families who are experiencing unique pediatric medical episodes in their lives; our House 
sparks joy and celebration to help lighten the heaviness of enduring medical treatments. 
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Great Location – Our House is nestled in the beautiful Laurelhurst neighborhood of Seattle, WA 
along the Burke Gilman trail and a short walking distance from Seattle Children’s Hospital. 

Robust Benefits –RMHC offers generous paid time off that includes 11 paid holidays, 12 sick days, 
2 personal days and vacation per our schedule and DOE, 100% employer-paid medical/vision and 
dental plans, an employee assistance program, life insurance, and 401(k) retirement savings with an 
employer match. 

Strong History –A Home Away from Home: RMHC of Western Washington and Alaska was 
established in 1983 with its first House opening in Seattle and serving 22 families. Today we have 
three facilities in Seattle, including 10 Bone Marrow Transplant Apartments with a total of 105 rooms. 
Our Anchorage House in Alaska has 34 rooms and is nestled on the 6th floor of the Alaska Native 
Medical Center’s patient housing. Patients include expectant mothers with high-risk pregnancies as 
well as pediatric patients and their families. 

 

Benefits: 

• 401(k) 
• 401(k) matching 
• Dental insurance 
• Health insurance 
• Life insurance 
• Paid time off 
• Professional development assistance 
• Vision insurance 

If you’re excited by this opportunity and have what we’re looking for, we want to meet you! 

To respect the time of our applicants and reduce barriers, we do not require a cover letter. However, 
we would appreciate a paragraph sharing your understanding of the position and why you are 
interested in it. We will accept resumes until the position is filled.  

Contact us today at hr@rmhcseattle.org with your materials.  

Ronald McDonald House of Western Washington and Alaska is an equal opportunity employer. 
Candidates only please. 
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