
 

 

Development Associate 

Organization  

The Institute for Transportation and Development Policy (ITDP) promotes sustainable and 

equitable transport worldwide. ITDP is a nonprofit organization headquartered in New York 

City with offices in Argentina, Brazil, China, India, Indonesia, Mexico, and the United States. 

ITDP’s programs focus on bus rapid transit (BRT), non-motorized transport, travel demand 

management, parking, transport policy, and urban development. More information about ITDP 

can be found at www.itdp.org.  

Position  

ITDP is seeking a fulltime Development Associate to join its headquarters team in New York 

City and assist with efforts to grow and diversify the organization’s funding base.  The 

Development Associate will report to the Director of Development and play an important role 

in grants management and individual donor stewardship and cultivation.  

S/he will be expected to work flexibly and creatively with the headquarters team as well as 

with ITDP’s international field teams. S/he will have direct contact with individual donors, as 

well as with peer liaisons within partner organizations. The primary responsibilities will 

include database management and general development operations, and the position will also 

include event planning, donor communications, and grantwriting.  

RESPONSIBILITIES 

 Serve as the primary manager of the donor database, which is housed in SalesForce. 

Coordinate with other internal users of the database to ensure that data is entered 

correctly and in a timely manner.   

 Track and record donations.  

 Draft semi-annual appeals to individual donors, including hardcopy and e-appeals. 

 Conduct prospect research for institutional donors. 

 Ensure timely acknowledgement letters to donors. 

 Generate mailing lists from the database as needed.  

 Produce monthly donation reports and reconcile with finance team.  

 Oversee general contact management for the entire organization.  

 Create contact reports based on meetings of the Director of Development, CEO, and 

other staff with key donors and foundations. 

 Oversee ITDP’s participation in the Combined Federal Campaign and membership in 

EarthShare.  Ensure timely submission of campaign applications and all supporting 

documentation.  Attend campaign events to represent ITDP as necessary.  

http://www.itdp.org/


 Manage the grants reporting calendar and ensure that worldwide staff are aware of 

deadlines.  

 Assist in editing grant reports.  

 Conduct prospect research about foundations and corporations.   Assist in identifying 

and marketing materials for inclusion for prospects. 

 Provide staff support to the Board of Directors.  Take minutes at meetings, schedule 

meetings and calls, and ensure that lists are current.  

 Working with the communications team, assist with events such as the Sustainable 

Transport Award.  

 Stay on top of general administrative duties such as grant files. 

 Remains current with events and trends in the field. 

 Participation in the formulation of fundraising strategy. 

 Other growth opportunities for the right candidate.   

REQUIRED QUALIFICATIONS 

 1 year office experience, preferably in a fast-paced environment or in an international 

organization; prior fundraising experience is a plus. 

 BA/BS required. 

 Prior experience with Salesforce required. 

 Prior experience with Mail Chimp, and Conga Composer preferred. 

 Extremely organized with attention to detail. 

 Self-starter able to work effectively amidst competing priorities. 

 Excellent written, oral, and interpersonal communication skills. 

 Knowledge and skills in word processing, data entry and analysis. 

 Highly proficient in MS Office. 

 Interest in transportation and/or urban planning issues and international development. 

 Knowledge of general nonprofit management and fundraising. 

 Positive attitude, patience, flexibility, and eagerness to learn and take on increasing 

responsibility. 

 Knowledge of Spanish, Cantonese, or Mandarin is a plus. 

 

To apply please send a cover letter and resume to jobs@itdp.org with “Development 

Associate” in the subject line. No phone calls, please. 
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