
San Diego Repertory Theatre 

 

POSITION TITLE:           Development Assistant 
FLSA STATUS:                Hourly 
REPORTS TO:                 Director of External Affairs 
DEPARTMENT:    Development 

 

 

ORGANIZATION 

San Diego Repertory Theatre (The REP) produces intimate, provocative, inclusive theatre.  We 

promote an interconnected community through vivid works that nourish progressive political 

and social values and celebrate the multiple voices of our region.  We are committed to 

diversity both on-stage and among our staff and invite interested applicants to review our EDI 

statement, posted on our web site.  We encourage applications from marginalized 

communities including black, indigenous, people of color, LGBTQIA+, women, neurodiverse, 

and people with disabilities. 

 

POSITION SUMMARY 

Reporting to the Campaign Director, the Development Assistant must be a dedicated and 
socially conscious teammate willing to assist colleagues in creating and implementing strategies 
that ensure sustainability and organizational growth. The Development Assistant will provide 
administrative support for all communications, grants management, cultivation, fundraising 
and donor events, and initiatives within the Development department. This position is 
responsible for processing and reporting of donor gifts, capturing donor information in the 
fundraising database, supporting portfolio management for all front-line fundraisers, and 
generating acknowledgements in a timely and accurate manner. Additionally, the Development 
Assistant will support as needed event list management and electronic invitation creation and 
tracking. 

ROLES AND RESPONSIBILITIES 

 

• Ensures timely and accurate processing of all contributed revenue received including 
mail and online contributions, as well as producing donor acknowledgements. 

• Assists with development events such as Opening Nights and Donor Lunches/Dinners, 
including: invitations and follow-up calls, recording RSVPs and documenting in Tessitura, 
provide information to attendees, assist with event logistics (i.e. name tags, place cards, 
menus, check-in, etc.); assist in event coordination of vendors, and support with event 
setup and breakdown. 



• Provide direct support to front-line fundraisers by coordinating calendars for fundraising 
meetings, adding call reports to Tessitura, attending meetings, taking notes, and 
managing follow-up. 

• Provides support for the volunteer committees by preparing meeting materials, 
maintaining calendars, and other related tasks. 

• Handles incoming phone calls, schedules meetings, produces correspondence, prepares 
expense reports, orders supplies, and other administrative support duties. 

• Takes ownership of stewardship of donors by ensuring proper & timely thank you notes 
are written, managing sponsorship fulfillment, facilitating donor benefit delivery, and 
making sure each step is recorded in Tessitura. 

• Other duties as assigned. 

EXPERIENCE, KNOWLEDGE, and SKILLS 

• Experience executing data entry projects required. Experience in Tessitura or other CRM 
systems a plus. 

• Proficient in Microsoft Office applications (especially MS Word/Excel). 

• Adept at research with acute attention to detail and efficiency. 

• Excellent communication skills, both verbal and written.   

• Ability to effectively multi-task, shift priorities, and meet deadlines. 

• Exceptional customer service standards. 

• Team-oriented. 

• High ethical standards. 
 
Must be available to work occasional evenings and weekends for scheduled special events. 
Interest in theatre arts a plus. 
 

COMPENSATION 

This full-time exempt position will receive compensation of $20.00 per hour plus benefits, 

including paid vacation, employer sponsored health insurance, employee-paid dental and vision 

insurance, and participation in 403b and FSA plans. 

TO APPLY 
Please email a cover letter and resume to doliphant@sdrep.org with the subject ‘Development 
Assistant Opening’. No phone calls, please. 

The REP is an Equal Opportunity Employer (EOE) and will not discriminate on the basis of race, 

religious creed, color, national origin, ancestry, physical disability, mental disability, medical 

condition, marital status, gender identity, genetic information, sex or sexual orientation, or any 

other protected category in its hiring and employment practices, or in any other aspect of the 

employment relationship. 

mailto:doliphant@sdrep.org

