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Job Announcement 
 
 

Release Date: January 1, 2008 
  
Position: Development Specialist 

 
About SMYAL: The Sexual Minority Youth Assistance League (SMYAL) is the only service organization in the 

Washington, D.C., metro area solely dedicated to supporting lesbian, gay, bisexual, transgender and 
questioning (LGBTQ) youth. Founded in 1984, SMYAL is a 501 (c) (3) nonprofit organization. 
 
SMYALÕs mission is to promote and support self-confident, healthy, productive lives for LGBTQ 
youth as they journey from adolescence into adulthood. To fulfil l our mission, we concentrate our 
commitment and energy on f ive focus areas: (1) Life Skills & Leadership Development, (2) 
Counseling & Support, (3) Health & Wellness Education, (4) Safe Social Activities, and (5) 
Community Outreach & Education. 
 

GENERAL JOB 
DESCRIPTION: 

The Development Specialist will provide administrative support to the Development Department and 
will participate in all fundraising activities to meet the fundraising goals of the organization. Tasks 
include gift processing, special events, direct mail solicitations, grant writing, prospect cultivation and 
donor relations.  
 

JOB 
RESPONSIBILITIES: 

• Enters all donations into donor database and generates gift acknowledgment letters 
• Continually updates and corrects database records 
• Assists in stewardship efforts for all donors including individual, foundation, corporate and 

special events 
• Conducts preliminary research on prospective foundation, corporate and individual donors 
• Maintains foundation, corporate and individual donor files 
• Provide support for annual fundraiser including mailings, event coordination and day-of-

event logistics 
• Assists in coordinating donation reporting to the Board of Directors including weekly gift 

reports to Development staff 
• Other duties as assigned 

 
QUALIFICATIONS: • High school diploma required; some college preferred.  

• Professional demeanor; ability to work well under pressure; ability to handle multiple 
projects simultaneously and manage work under tight deadlines.  

• Proficiency in Microsoft Office applications 
• Intern or paid work experience 
• Data entry skills 
• Strong written and oral communication skills 
• Fundraising and event planning knowledge a plus 
• Must be able to work with a diverse staff in regard to race, culture, sexuality and gender 

identity.  
• Must complete local and federal background checks  
• LGBT individuals, women, and people of color are strongly encouraged to apply. 

TO APPLY: Please submit a resume and cover letter to development@smyal.org. Resumes and cover letter must be 
in Adobe Acrobat (* .pdf) or Microsoft Word (* .doc) format. No phone calls, please. 

  
SMYAL is an equal opportunity employer and does not discriminate on the basis of race, color, religion, national origin, gender, age, marital status, personal 
appearance, sexual orientation, family responsibility, physical or mental handicap, or political affiliation. 

 


