
 

 

POSITION: DEVELOPMENT ASSOCIATE 

 

BACKGROUND 

History: Touch Foundation Inc. was founded in 2004 and has supported the education of over 

3,700 healthcare workers in Tanzania. Touch Foundation is a 501(c)3 organization and has 

earned four-stars from Charity Navigator, its highest rating, based on its efficient use of funds, 

commitment to transparency and organizational accountability. 

 

Mission: Touch Foundation combines the best of private and public sector approaches and 

expertise to improve the health of Tanzanians by strengthening the health system.  We focus 

our activities on two key elements of the health system: improving the quantity and quality of 

healthcare workers and enhancing healthcare delivery.  Touch expands its impact by sharing 

the acquired knowledge with the local and international public health community. 

 

Position Summary: The Development Associate is responsible for performing an array of 

fundraising and communications activities as well as ensuring the accuracy and completeness 

of donor records and reporting. As a vital member of the Development team, the Development 

Associate supports special events, manages annual fund activities and leads various fundraising 

and communications efforts. S/he is also responsible for managing The Raiser’s Edge database, 

ensuring data integrity and analyzing giving trends.  

       

 

RESPONSIBILITIES AND DUTIES 

1. Individual Fundraising and Communications: 
a. Execute mailed appeals, including developing content, designing the material, 

generating the mailing list, setting goals, and following-up with donors.   

b. Execute donor stewardship program to provide routine updates to donors throughout 

the year. Develop donor communications and campaign material, including impact 

updates, informational materials, and email updates and solicitations.   

c. Track the ROI of all activities, including mailings and email/digital communications. 

  

d. Serve as primary contact with individual donors concerning the status of their 

contributions and other cultivation and stewardship matters.   

e. Develop strategy to expand network of high-net-worth donors and create a more 

consistent and diverse stream of income, including maintaining and expanding a 

giving society. 

f. Perform prospect research and briefings on prospects.  

g. Write and design bimonthly eNewsletters to Touch’s constituency, collecting and 

writing personal interest stories from Tanzania and soliciting other content from 

colleagues.  

h. Maintain webpages concerning development and work with colleagues to keep all 

aspects of website updated.   

i. Support colleagues on developing social media content and overall communications 

strategy. 

j. Write and edit funding proposals.   



 

k. Support fundraising efforts of the Board of Directors and Development Committee.   

l. Perform other duties as needed. 

  

2. Special Events:   

a. Work with colleagues to plan the Asante Supper, Touch’s annual fundraising gala, 

closely managing all vendors, the overall timeline, and working with the leadership 

committee to maximize fundraising results.   

b. Organize cultivation events, as needed.   

c. Assess and potentially restart Touch Foundation’s young professional donor network 

– LeadershipCircle – serving as the primary liaison and coordinator. Identify, 

cultivate, solicit, steward and appropriately leverage a portfolio of network members 

and manage all aspects of the Leadership Circle’s events and activities.   

d. Perform other duties as needed. 

 

3. Database Management:   

a. Manage and maintain The Raiser’s Edge database, accurately tracking all individual 

donor and prospect data and entering all donations and pledges from individuals.  

b. Update monthly fundraising reports and reconcile data with finance team to ensure 

accuracy.   

c. Generate queries and reports as requested.  

d. Train other staff in various facets of data entry/reporting to ensure consistency across 

the organization.   

e. Work with Analyst on institutional donor tracking (via moves management system) 

and acknowledgements to ensure consistency.  

f. Update and issue gift acknowledgments. Maintain electronic files of letters and donor 

checks.   

g. Perform other duties as needed. 

 

QUALIFICATIONS 

1. Required:  

a. Bachelor’s Degree and 3 years of relevant work experience in development with event 

planning experience.  

b. Excellent writing, editing, and verbal communication skills.  

c. Exceptional attention to detail.  

d. Superior organizational and planning skills for balancing multiple projects and 

responsibilities.  

e. Ability to work independently in a proactive environment where colleagues work 

across the U.S. and in Tanzania. 

f. Flexibility to attend fundraising and networking events after work hours occasionally. 

g. Solid relationship-building skills and ability to interface with external constituents as 

well as multicultural teams. 

h. Strong experience developing a variety of communications materials. 

i. Ability to travel to Tanzania annually. 

j. Good judgment and discretion to represent Touch Foundation in a highly professional 

manner. 

k. Strong analytical, leadership, organizational, and problem solving skills. 



 

l. Ability to respond to shifting needs with flexibility while maintaining a positive 

approach and sense of humor. 

m. Capacity to interact openly, honestly, and professionally with individuals in a 

culturally appropriate manner. 

 

2. Preferred:  

a. Donor database management experience with The Raiser’s Edge.  

b. Successful experience managing communications and developing graphic 

design, with a knowledge of Adobe PhotoShop and InDesign and desktop 

publishing software. 

 

APPLICATION PROCESS   

Submit a cover letter and resume to touch_foundation_jobs@mckinsey.com 

 
 


