
 

 
 

Development Associate 
 

About Ingenuity 
Ingenuity was born from a city-wide collective impact movement that coalesced hundreds of 

arts education stakeholders in solving a complex problem: arts inequities in Chicago Public 

Schools (CPS). Since 2011, Ingenuity has collected and analyzed CPS school-level data to 

influence sector-wide decision-making, fuel arts-supportive policies, and identify 

opportunities for improved resource distribution to all CPS students. 

 

We lead collective efforts across public and private sectors to launch data-driven frameworks 

that are helping to close the gap to arts education access in CPS schools. Ingenuity serves as 

the “connective tissue” between Chicago’s arts education stakeholders, including small local 

arts organizations, large cultural institutions, teaching artists, CPS leadership, and the City of 

Chicago. Together, we advance systemic change in CPS arts education through data and 

research, partnerships and learning, systems building, and direct investments in CPS schools. 

To learn more about Ingenuity’s work, visit our website: www.ingenuity-inc.org 
 

Position Summary 
Ingenuity seeks a detail-oriented Development Associate with strong organizational skills who is 

excited about database management, a collaborative approach to fundraising, and advancing 

access and quality in arts education for Chicago Public School (CPS) students. The Associate will 

be responsible for the day-to-day management of the donor database, gift administration, donor 

portfolio strategy, and policies and procedures to support fundraising at Ingenuity. Additionally, 

the Development Associate will support and facilitate donor prospecting alongside the 

Development team using iWave/Kindsight, and assist the Development team with donor 

communications and events. 

 

The Development Associate will be an integral member of the Development team, working 

alongside the Senior Director and Senior Manager of Development to support effective and 

efficient processes of fundraising. This position will provide foundational support to allow 

Ingenuity’s frontline fundraising to grow and maximize contributed revenue. The ideal candidate 

enjoys working with a variety of software, exploring creative solutions through trial and error, and 

recognizes that flexibility is required when working towards the end result of a project. 

 

Key Responsibilities 

Development Operations and Prospecting (75%) 
●​ Develop knowledge of best practices related to gift processing and donor operations, 

including acknowledgements, recognition, recordkeeping, information tracking, and basic 

understanding of charitable gift tax dedication and donor bill of rights. 

http://www.ingenuity-inc.org


 

●​ Ensure all data is entered into DonorPerfect in an accurate and timely manner; process all 

contributed revenue, gift acknowledgments, pledges, and fulfillments upon receipt or 

within one business day. 

●​ Serve as administrator for all software used by Development: DonorPerfect, 

iWave/Kindsight, Givecloud, OneCause, and all online giving platforms; maintain user 

accounts and security, train users on processes as needed, ensure compliance with 

organizational gift and record coding protocols, maintain and update Tapestry gala website 

and Candid and Charity Navigator profiles  as needed. 

●​ Update and provide reports via DonorPerfect on the donor portfolios assigned to the 

Executive Director, Senior Director of Development, and Senior Manager of Development; 

send monthly contribution and pledge reports. 

●​ Create and maintain accurate reports, filters, exports, mailing/email lists, and dashboards 

to support fundraising. 

●​ Alongside Senior Director and Senior Manager of Development, perform routine and ad 

hoc maintenance on the database to maintain integrity and accuracy. 

●​ Import data into DonorPerfect accurately. 

●​ Write and maintain donor acknowledgement letters and collaborate with the 

Development team to ensure timely acknowledgement of all gifts. 

●​ Update constituent records with current addresses and contact information. 

●​ Respond to donor requests for gift histories, acknowledgements, refunds, and other needs, 

providing outstanding responsiveness and service. 

●​ Maintain internal database policies, standard operating procedures, and architecture. 
 
Donor Stewardship and Events (25%) 

●​ Play an active role in Ingenuity’s annual Tapestry gala; collect sponsorship and donation 

pledges; cross-check progress with the Development team on a routine basis; update and 

maintain the Tapestry website; serve as primary liaison for OneCause software; observe all 

aforementioned responsibilities surrounding gift processing for Tapestry. 

●​ Alongside the Senior Director of Development, draft content for the quarterly donor 

newsletter that centers on CPS students, sector news, and philanthropic trends. 

●​ Provide support, communications, and registration for special events and donor cultivation 

and stewardship events. 

 

Qualifications 
Knowledge, Skills, and Abilities 

●​ Excellent verbal and written communication skills, with the ability to build and maintain 

effective relationships with donors, Board members, staff, and diverse community 

stakeholders. 

●​ Highly organized and detail-oriented with excellent time management and prioritization 

skills. 

●​ Ability to manage multiple projects simultaneously while working independently and 

meeting deadlines. 



 

●​ Ability to think strategically and independently, anticipate needs and challenges, and 

proactively develop solutions. 

●​ Creative, resourceful, and adaptable approach to problem-solving. 

●​ Outstanding computer proficiency, including Microsoft Office and Google Workspace. 

●​ Experience with CRM or donor database software is preferred. 

●​ Demonstrated ethics, discretion, sound judgment, and commitment to maintaining 

confidentiality. 

●​ Demonstrated commitment to anti-racism, diversity, equity, inclusion, and belonging 

principles and practices. 

 
Desired Background 

●​ Bachelor's degree required; equivalent professional experience may be considered in lieu 

of a degree. 

●​ One to two years of relevant professional experience. 

●​ Previous experience or demonstrated interest in Chicago's arts and culture, arts education, 

youth development, philanthropy, nonprofit organizations, or civic engagement. 

●​ Bilingual proficiency in English and Spanish is a plus. 

 

Ingenuity recognizes that there is no such thing as a perfect candidate. Even if you do not meet all 

the requirements for the position, we encourage you to apply. 

 

Reporting Relationships 
The Development Associate reports to the Senior Director of Development. This person will work 

closely with the Senior Manager of Development, Executive Director, and Chief of Staff. 

 

Compensation + Benefits 
Ingenuity recently completed a comprehensive compensation study to establish equitable, 

market-informed salary ranges across the organization. This position is classified as a Level 1: 
Coordinator/Associate role within Ingenuity's organization-wide compensation framework. As a 

result, the salary range for this role is $60,800 - $82,300; the starting salary for this position is 

$60,800. 

 

The starting salary reflects where newly hired employees are typically placed within our 

compensation structure. Employees generally begin at the lower end of the range while they build 

experience in the role, develop proficiency across the full scope of responsibilities, and 

demonstrate sustained performance. The remainder of the range reflects opportunities for salary 

growth over time through annual compensation reviews as employees gain experience, deepen 

their expertise, and take on greater responsibility within the role. 

 

Ingenuity offers a generous health insurance and benefits package, matching retirement plan 

contributions, personal days, and paid vacation and sick time. Our current excellent benefits 

package includes: 



 

 

●​ Medical and dental insurance 

●​ Life insurance 

●​ Short- and long-term disability insurance 

●​ Paid vacation time 

●​ Paid sick time 

●​ Paid personal time 

●​ Twelve (12) standard company holidays per calendar year 

●​ Pre-tax Commuter Expense Reimbursement Plan 

●​ 401K retirement plan with up to 4% employer match 

●​ Funds to support professional development related to work 

●​ Employee Assistance Program 

 

Please note that all employment-related pay and benefits provided to Ingenuity employees are 

subject to all applicable policies, practices, processes, and legal requirements, including changes to 

them that may occur from time to time 

  

Location + Travel 
Ingenuity’s offices are based in Chicago’s River North neighborhood. Minimal travel outside of 

Chicago may be expected occasionally and may include participation in professional conferences. 

Ingenuity employees are currently expected to work in the office three days a week (Tuesdays and 

Wednesdays, and Thursdays). 

  

EEO + Diversity, Equity + Inclusion 
Ingenuity is an equal-opportunity employer. Ingenuity encourages qualified candidates of any 

gender, race, class, sexual orientation, faith, disability, or age to apply, including ALAANA 

candidates, transgender and gender non-conforming candidates, as well as candidates from all 

socio-economic backgrounds. All applicants will be evaluated on a merit basis. 

  

In 2020, Ingenuity partnered with the Morten Group, a Chicago-based consulting firm with 

expertise in racial equity work. As a result of that partnership, Ingenuity launched our first-ever 

Equity Action Plan in the fall of 2022. It includes our Diversity, Equity, and Inclusion vision, values, 

and goals and serves as a tangible roadmap for our equity journey, with metrics and accountability 

measures. However, we know this work is never “complete.” We see our plan as a living document 

that will serve as our steadfast beacon for monitoring progress, implementation, and continual 

prioritization of our DEI vision, values, and goals. Read it here. 

  

Background Checks 

As a current Chicago Public Schools vendor, Ingenuity is required to submit annual background 

checks for all employees. 

 

https://www.ingenuity-inc.org/about/equity-action-plan/


 

Submission Instructions 
 

To apply, please visit https://www.ingenuity-inc.org/about/get-involved/ and send resume and 

cover letter to employment@ingenuity-inc.org.  Kindly use the position title as the subject line of 

your email. All inquiries will be held in confidence. Interested candidates should submit a resume 

and cover letter by Tuesday, July 21.  

 

All materials will be held in the strictest confidence. 

 

Hiring Process​
After reviewing resumes, selected candidates will move through the following steps: 

1.​ Initial Phone Screening 

2.​ Group Interview 

3.​ Task Submission 

4.​ Final Interview 

5.​ Reference Checks & Offer Extension 

 

Review of applications will begin immediately and continue until the successful candidate has 

been selected. 

 

Follow Ingenuity + Stay Engaged 

www.ingenuity-inc.org  

@ingenuitychicago  

www.linkedin.com/company/ingenuity-incorporated/  

www.facebook.com/IngenuityChicago/  

www.youtube.com/channel/UCuY5an-c-r6nlmfHUvDU0-w 
 

https://www.ingenuity-inc.org/about/get-involved/
mailto:employment@ingenuity-inc.org
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