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Cornerstones of Science 
Development Associate Position 

Part-time Contract Position  
 
Cornerstones of Science (CoS) is a nonprofit organization dedicated to increasing science literacy and to helping 

public libraries accomplish the same within their communities. CoS currently serves a 30 library partner network 

predominantly in Maine as well as in AZ, MA, NC and TX.  Through our partner library network, CoS connects 

people, of all ages, to science and technology through engaging books, programs, and opportunities in community 

involvement on scientific issues.  CoS believes that partnering with and enhancing our public libraries abilities to 

provide an engaging environment, scientific tools, and information, patrons can participate in accessible science 

experiences that encourages lifelong learning and allows them to make informed decisions about the world around 

them. 
 
Cornerstones of Science is seeking a mission-motivated, energetic self-starter for the Development Associate 

position.  The qualified candidate will work with the Executive Director on all aspects of the organization’s 

development and fundraising efforts which includes private donors, special events, annual campaign, corporate 

and foundation giving and grant writing.  The position works closely with and reports to the Executive Director. 

 
The position is a part-time (20 hours per week) contract position. Position responsibilities include: 
 
Research, Cultivation, and Solicitation 
 

1. Conduct prospect research and recommend prospects for solicitation. 
 

2. Support execution of strategies for cultivating and soliciting donations from all giving sectors, including: 
crafting talking points, preparing Executive Director and Board members for meeting with prospective 
donors 
 

3. Assist with annual fund direct mail campaign. 
 

4. Assist in the preparation of grant proposals and reports. 
 

5. Maintain grants calendar, draft grant progress and final reports. 
 
Development Operations and Management 

1.  Maintain Cornerstones donor tracking database including data entry, ensuring accuracy and completeness 

of existing data as well as run donor reports as necessary. 

 

2.  Develop and maintain additional fund-raising administrative tools,  including prospect spreadsheets, 

annual solicitation and reporting calendars, and tools for  tracking income and progress toward income 

goals. 

 

3. Assist, as needed, with the development of collateral or promotional materials and Cornerstones Sponsor 

Webpages. 
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Stewardship and Reporting 

1.  Process acknowledgement letters. Crafts letters and ensures that all contributions are appropriately 
acknowledged. 
 

2.  Maintain accurate records and calendars to insure the success of all aspects of the Cornerstones fund 
development program. 

 
Special Events 

1.  Assist in all aspects of coordinating fund-raising special events, including finalizing guest lists, planning, 
designing,  contracting with vendors, printing, disseminating information and invitations, tracking income  
and responses, coordinating entertainment, executing events, acknowledgement of donors and  other 
partners, and generating income and expense reports. 
 

2. Coordinate annual Experience An Evening With Cornerstones and additional special events in conjunction 
with the Executive Director. 

 
Support to Senior Managers and the Board 

1. Provide information and administrative support for the efforts of senior managers and Board members 
pertaining to fund raising activities. 

 
QUALIFICATIONS 

1. Bachelor’s degree in English, Creative Writing and/or Science Communications or a related field is desired.  
2. Previous experience (2 years or more) in developing, supporting and executing philanthropic, fund raising 

and grant writing efforts required. 
3. Strong organizational skills necessary; a solid understanding of fund-raising databases, including 

segmentation, tracking, and donor research capabilities is required, as well as overall computer literacy 
and proficiency with MS Word and Excel.  

4. Must have strong research, oral communication and writing skills. 
5.  Applicants should have a strong commitment and passion for science literacy, supports Cornerstones’ 

mission and be familiar with the culture and protocols of non-profit management. 
6. Occasional participation in evening and weekend events will be expected. 
7. Able to work effectively, handle multiple projects simultaneously and successfully meet deadlines with 

minimum supervision 
 
To apply:  Please email resume, cover letter and two (2)writing samples in PDF format by the deadline Friday, 
October 11, 2013 to cynthia.randall@cornerstonesofscience.com Subject line:  Development Association position. 
 
Or via mail to: 
 
Cynthia Randall 
P.O. Box 955 
Brunswick, ME 04011 
 
 

Cornerstones of Science is an equal opportunity employer. 
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