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Philanthropy Associate 

Adirondack Center for Loon Conservation 
 

 

Summary: The Adirondack Center for Loon Conservation (ACLC) is a scientific and educational nonprofit 

organization with the mission of promoting the conservation of Common Loons (Gavia immer) in and beyond 

New York’s Adirondack Park. The ACLC integrates scientific research with outreach programming to address 

conservation concerns affecting New York’s Common Loon population and its aquatic habitats. The ACLC 

Philanthropy Associate works in a fund-raising, development, administrative, and logistics capacity to support 

the loon research and outreach endeavors of the ACLC. 
 

Essential Duties and Responsibilities: The Philanthropy Associate (PA), reporting to the ACLC Executive 

Director (ED), will work closely with the ACLC Philanthropy Committee to plan, implement, and oversee the 

fundraising activities of the ACLC. The PA is responsible for maintaining and expanding private donor support 

and foundation funding, and developing new partnerships in and beyond the Adirondack Park to increase 

delivery of the Center’s mission.  
 

The PA will perform a variety of skilled administrative and clerical duties related to the ACLC’s philanthropic 

and fundraising activities. Responsibilities of the PA include but are not limited to: 

 Working closely with the Executive Director and the ACLC Philanthropy Committee to develop and 

implement ACLC’s annual development plan that articulates focused strategies to meet short-term and 

long- term fundraising goals to ensure the financial health of the ACLC; 
 

 Developing and managing timelines for various fundraising activities to ensure the ACLC’s strategic 

and fundraising plans and critical fundraising processes are conducted in a timely manner;  
 

 Maintaining ACLC’s compliance with state charity registration regulations; 
 

 Donor Relations and Database: The PA will develop effective working relationships with donors, 

volunteers, government and foundation representatives, and others to nurture their connection to the 

ACLC, as well as manage and maintain ACLC’s growing donor database, including: 

o Oversee all aspects of prospect research and cultivation, donor relations, engagement and 

stewardship of existing ACLC donors; 

o Research and develop cultivation plans for major gifts; 

o Solicit corporate and business sponsorships for ACLC’s research and education projects; 

o Expanding the ACLC’s Adirondack Loon Legacy Society (planned giving program) and gifts of 

stock and other assets;  

o Maintaining ACLC’s donor database email and snail mail lists for online and snail-mail 

newsletters, fundraising appeals, and Annual Report mailings;   

o Managing ACLC’s donor database development to include upgrades and new software; 

o Generating acknowledgements of gifts and tax receipts;  

o Assisting with, and participating in, the development and implementation of special fundraising 

events;  

Labor Category: Exempt Department:  Development 
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o Assisting with the development and execution of the ACLC’s annual appeal, special appeals, and 

membership appeals; 

o Developing and maintaining an ACLC membership program, including maintaining a membership 

database, renewal program, and stewardship; and 

o Producing reports to provide analysis on all aspects of gift receipt and donor relations, including 

prospect identification, research, cultivation, solicitation, recognition and stewardship.  
 

 Grant Writing and Fundraising: The PA will produce essential research and content in support of 

ACLC’s grant application strategy, including: 

o Researching and identifying prospective institutional funders (foundations, corporations and 

government entities); 

o Tracking the submission and reporting timelines of grants (proposals and approved); 

o Researching and assembly of background material for grant proposals and reports; 

o In coordination with the ED, drafting letters of inquiry; 

o Assisting in the writing of concept notes, proposals, reports, and other material as required; and 

o Researching and developing with the ED an institutional donor tracking system. 
 

 Collaborating with the ACLC’s Communications Director (CD) to help develop and implement an 

annual communications plan that connects the ACLC’s primary mission with its value proposition to 

ensure that the ACLC’s work is highly regarded and distinguished within the Adirondack community of 

supporters. The communications plan should be aligned with and support the ACLC’s fundraising 

goals.  
 

 Assist the CD in the development, distribution, and maintenance of all print and electronic materials, 

including, but not limited to, newsletters and brochures;  
 

 Collaborate with, or provide support to, ACLC staff or contractors in relevant areas: communications 

and social media, PR and marketing, website, research, and education/outreach;  
 

 Attending training workshops, and professional meetings in relevant topics; and 
 

 Miscellaneous Responsibilities: 

a. Assist with maintenance of office systems and equipment; 

b. Assist with ACLC Board meeting preparation; 

c. Research innovative ideas and new strategies for all responsibilities listed above; 

d. Serve as a responsible, articulate spokesperson for ACLC in all professional situations; and 

e. Assist in the development, oversight, maintenance, and tracking of ACLC volunteer and 

internship programs. 
 

 Conducting other duties as assigned or required. 
 

Hours/Schedule: This is an exempt full-time position with hours varying depending on the time of year and 

program demands. Weather and other factors may determine the work schedule. It is at the discretion of the 

employee to work effectively as conditions dictate.  
 

Qualifications: Passion for the mission of the Adirondack Center for Loon Conservation. Ability to work 

swiftly, accurately, and independently. Minimum of a Bachelor’s degree and three years of experience in 
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fundraising and development work in the nonprofit sector, including experience in written communications, the 

formulation and implementation of fundraising strategies, grant writing, and donor cultivation, stewardship, and 

tracking, major gift solicitation, and estate planning.  

 

The successful candidate will (1) possess superior interpersonal, verbal, and written communication and 

organizational skills; (2) have excellent time management skills with the ability to work swiftly, accurately, and 

independently in a fast paced environment, juggling multiple projects simultaneously with the ability to 

prioritize; (3) display resourcefulness and independence; (4) be capable of maintaining a high level of 

confidentiality and discretion; (5) have expertise with Microsoft Office, particularly Word and Excel, and donor 

database software and maintenance; (6) have the ability to work as a team player, work with multiple 

constituencies, and mentor volunteers and interns; and (7) be genuinely excited and enthusiastic about learning 

and pushing technical limits/finding new solutions.  

 

This is a stimulating position, and is best suited for a highly motivated and enthusiastic individual who wishes 

to grow professionally. 
 

A valid driver's license is required. Some travel and the flexibility to work occasional evenings and weekends 

for ACLC events, required, particularly during the summer.   
 

Work Environment: Office. There will be occasional travel requirements related to fundraising and 

development, outreach, field, and communication tasks. Mostly weekday work hours, but occasional weekends 

and evenings as required.   
 

Compensation: Commensurate with education and experience. We recognize that you retain the option, as does 

the ACLC, of ending your employment with us at any time, with or without notice, and with or without cause. 

As such, your employment with the ACLC is at-will, and neither this job description nor any other oral or 

written representations may be considered a contract for any specific period of time. Potential for long-term 

employment is dependent on availability of funding. Eligible for benefits as outlined in the ACLC’s Employee 

Handbook.  

 
*Note: In the event of changes to a project scope or schedule beyond our control, staff may be re-assigned, and are required to be 

flexible and willing to change assignments as circumstances may dictate. This job description is not designed to cover or contain a 

comprehensive listing of all activities, duties or responsibilities that are required of the employee and are subject to change. 

 

The Adirondack Center for Loon Conservation welcomes diversity and is an Equal Opportunity Employer 

M/F/D/V. Qualified applicants are considered for employment without regard to age, race, color, religion, sex, 

national origin, sexual orientation, disability, or veteran status. 


