
 
 

Development Associate 
Irvine Nature Center  

 

Position Summary: 
 
The Development Associate will provide administrative and staff support to the Development Office. This 
person works under the direct supervision of the Director of Development. A keen understanding of 
development, constituent relations, and special event support will be necessary. 
 
Position Responsibilities: 
 

o Fund Development 

 Responsible for timely entry of all gifts into Raiser’s Edge. Oversight of record-keeping and 
accuracy in the Raiser’s Edge database, including biographical information, membership 
records, relationships, notes and actions. 

 Prepare gift, donor, action, appeal, membership and prospect reports as requested using 
Excel and Raiser’s Edge capabilities.  

 Assist with donor acknowledgement letters and other correspondence. 

 Coordinate development mailings such as annual giving appeals, special event invitations, 
and membership renewals. 

 Provide general support for multi-year Capital Campaign. 

 Conduct prospect research as requested. 
 

o Membership 

 Assist with comprehensive membership program including outreach, preparation and 
mailing of membership cards and renewal notices. 

 Handle all membership inquiries in a friendly and timely manner. 

 Participate in all member special events throughout the year.  

 Ensure accuracy of membership records in program registration software. 
 

o Special Events 

 Provide administrative support for annual fundraising gala (Pumpkins on the Green) which 
includes auction data entry, entering ticket payments, sending invoices, tracking attendance 
numbers, and other special requests. 

 Participate in other development stewardship events throughout the year. 
 

o Administrative 

 Provide administrative support for Director of Development and other Development staff 
members as assigned.   

 Maintain, update and ensure accuracy of development and event calendars. 

 Maintain and file electronic and hard copy development documents. 

 Other duties and responsibilities as requested. 



 
Qualifications Needed: 
 

o Bachelor’s degree preferred 
o Proficiency in Microsoft Office, particularly Word (specifically mail merges) and Excel and overall 

computer literacy 
o Experience with fundraising databases (Raiser’s Edge preferred) 
o Familiarity with office technology including printers, postage meters, and multiline telephones 
o Willingness to learn and grow as a development professional  
o Excellent interpersonal skills 
o Strong research and analytical skills 
o Superb professional judgment 
o Attention to detail 
o Ability to work well with others 
o Strong interest in fundraising activities 
o Knowledge of and enthusiasm for Irvine’s mission 

 
Time Commitment:  Approximately 32 hours per week 
 
Part-time Salary: hourly starting pay of $25/hour 
 
To Apply: Send cover letter and resume to the attention of: Jensen Hufnagel, Office Manager, Irvine 
Nature Center, 11201 Garrison Forest Road, Owings Mills, MD 21117 or email HR@ExploreNature.org. 
 
Please note: Employment is contingent upon completing and passing a criminal background check and 
fingerprinting and submission of proof of COVID-19 vaccination or approved waiver. 

Irvine is proud to be an Equal Employment Opportunity employer. We celebrate diversity and do not 
discriminate based on race, religion, color, national origin, sex, sexual orientation, age, veteran status, 
disability status, or any other applicable characteristics protected by federal state or local laws. This policy 
applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, 
termination, layoff, recall, transfer, leaves of absence, compensation and training. 
 

 

 

 

 

 

 

 
 



ABOUT IRVINE NATURE CENTER 
 
Irvine Nature Center is the largest private nonprofit environmental education center in the greater Baltimore 
region. Our mission is to encourage lifelong engagement with the natural world through environmental 
learning and green living. At Irvine, we inspire people to explore, respect and protect nature.  
 
Founded in 1975 by Olivia Irvine Dodge, Irvine was originally located on the campus of St. Timothy’s 
School in Stevenson, but its programs were so popular that it eventually outgrew the rented facilities. In 
June 2008, Irvine moved to 116 ecologically diverse acres in the Caves Valley donated to us by the State of 
Maryland. In October 2015, a very generous gift from a local philanthropist enabled us to acquire an adjacent 
property that brings our total footprint to nearly 210 acres. After laying out trails, mowing paths, building 
boardwalks, and installing directional signs, Irvine opened the property to the public on June 23, 2018. 
 
Our 211-acre property is rich in wetlands, forests and meadows, making it ideal for our environmental 
education programs and a treasured resource in a region that is becoming increasingly urban. Our campus 
includes a 17,200-square-foot visitor center with interactive exhibits, educational gardens, an Outdoor 
Classroom, a Native American site, an aviary currently housing five raptors, a 66-acre restored wetlands, and 
7.5 miles of trails, all surrounded by nearly 1,400 acres of protected land. Irvine’s trails and exhibit hall are 
open to the public year-round, Tuesday-Sunday. 
 
We offer more than 800 environmental education opportunities each year, including school field trips, 
outreach to schools and the community, after-school programs, summer nature camp, Scout programs, 
volunteer naturalist training, a native plant seminar, and countless lectures, workshops, and special events. We 
also are a popular location for nature-themed weddings and birthday parties. Our popular Nature Preschool 
has spawned other early childhood education programs that have grown substantially over the past three 
years. 
 
This wide range of programs and services has enabled us to diversify our funding and ensure our financial 
sustainability. FY 2019 income was generated by education programs (37%), philanthropy (35%) and special 
events (27%).  
 
Irvine is led by a Board of Trustees composed of individuals with expertise in law, business, marketing, 
higher education, the environment and energy sectors, philanthropy, and the non-profit community, as well 
as representatives from local garden clubs, volunteers, and parents. 
 
To find out more about Irvine Nature Center, please visit our website at www.ExploreNature.org 
 
 

 
 
 
 
 

http://www.explorenature.org/

