
ARTS AND EDUCATION COUNCIL 

 

TITLE:  Development Manager for Events and Affinity Groups 

DEPARTMENT: Development 

REPORTS TO: Director of Development 

HOURS: Full-time 

 

ABOUT THE ARTS AND EDUCATION COUNCIL OF GREATER ST. LOUIS 

At the Arts and Education Council, we believe a region rich with arts and cultural experiences is critical to creating and sustaining 

vibrant communities. That’s why, since 1963, the Arts and Education Council has kept art happening in the bi-state region by pooling 

together contributions from individuals, corporations and foundations to invest in more than 70 arts organizations that build creativity, 

inspire kids, bridge cultural divides, energize communities and enrich lives through the arts. For more information about the Arts and 

Education Council, please visit KeepArtHappening.org. 
 

POSITION SUMMARY AND DUTIES: 

This position serves as project manager for all donor event planning and implementation; cultivation and solicitation of new individual 

donors as well as event sponsors, and assists with planning and executing donor engagement events, including affinity group events 

and workplace giving campaign events. 
 

The Arts and Education Council’s Signature Event – the St. Louis Arts Awards – which just celebrated its 30th year, is an essential 

fundraiser for the organization. This beloved event celebrates the artists, educators, philanthropists, corporate citizens and 

organizations that make our region so vibrant. Additionally, the Arts and Education Council’s two affinity groups, the Young Friends of 

the Arts (YFA) and the Muse Society (women’s leadership giving for the arts) each aim to raise funds and engage members by hosting 

annual events. The Development Manager will also be responsible for managing the Young Friends of the Arts and Muse Society 

affinity groups.  
 

This position requires the ability to work well within a fast-paced environment and a collaborative team structure. A successful 

candidate should be a highly organized, creative and efficient self-starter with exceptional attention to details and deadlines, excellent 

writing skills, strong project management skills and superb team leadership skills. Familiarity with desktop publishing applications 

including InDesign and Photoshop, website management tools, basic design principles and social media is preferred. Ability to shoot 

quality photos and video a plus. This person must be flexible, ambitious and collaborative in our fast-paced, team-oriented 

environment. 
 

The Development Manager’s duties include, but are not limited to, these key areas: 
 

EVENTS  
REVENUE ACCOUNTABILITY AND RESPONSIBILITY: 

• Achieve or exceed a first-year position event fundraising goal of $505,000; including a St. Louis Arts Awards fundraising goal 
of $460,000 ($150,000 solicited directly by Development Manager) and an affinity group fundraising event goal of $45,000. 

o Qualify, cultivate and solicit a pool of current, lapsed and prospective event sponsors up to $10,000. 
o Provide oversight of sponsorship renewal and honoree research solicitations for the annual St. Louis Arts Awards. 

 

EVENT MANAGEMENT: 

• Maintain primary responsibility for the successful planning, implementation and execution of all donor, prospect and affinity 
group events 

• Manage event logistics including, but not limited to: catering, parking, security, menu selection, décor, entertainment, etc. 

• Serve as primary point of contact for constituent questions and needs related to events. 

• Work with the YFA and Muse Society to research, propose and plan various engagement activities. 

• Work with Director of Development and President to determine event budgets – including forecasting revenue and expenses. 

• Draft invitation criteria and oversee invitation list generation by development administration team. 

• Work closely with Marketing Manager to ensure the timely creation, printing and mailing of event invitations, as well as event 
promotions. 

 

AFFINITY GROUPS 
REVENUE ACCOUNTABILITY AND RESPONSIBILITY: 

• Achieve or exceed a first-year position event fundraising total goal of $180,000; including growing Muse Society membership 
contributions to $80,000 annually and YFA membership contributions to $100,000 annually. 

http://www.keeparthappening.org/


 

AFFINITY GROUP MANAGEMENT: 

• Conduct bi-monthly YFA board meetings, YFA committee meetings and Muse Society committee meetings. 

• Manage, engage, cultivate and motivate members of the Arts and Education Council’s Muse Society and YFA. 

• Grow the number of Muse Society and YFA members on an annual basis. 
 

OTHER RESPONSIBILITES 

• Work closely with program and marketing teams to remain informed and well-versed on the Arts and Education Council’s 
various granting, incubation, professional development and building programs. 

• Provide input in developing strategic email communications, segmented by audience. 

• Provide input with the execution of workplace giving campaign events and activities. 

• Provide input with planning, execution, and promotion of online social media fundraising campaigns. 

• In coordination with the Director of Development and Marketing Manager, craft acknowledgements, appeals, and other 
individual donor communications pieces that capture the impact and benefits of the Arts and Education Council’s mission and 
vision for our community.  

• Assist in writing grants for corporate and foundation sponsorships and donations. 

• Provide input in developing and implementing strategies for corporate donors offering participation across the Arts and 
Education Council’s menu of partnership opportunities including workplace giving, sponsorship, annual support, 
restricted/named funds, major gifts, affinity group participation, Centene Center for the Arts, etc. 
 

PERSONAL AND PROFESSIONAL TRAITS REQUIRED: 

• Superb attention to detail and a keen adherence to accuracy and quality of work 

• Outstanding organizational skills and excellent time management skills 

• Willingness and ability to take direction and pursue professional development opportunities 

• Above-average communication skills (written and verbal) 

• Anticipates challenges and proactively offers solutions 

• An inclination for data management, manipulation and analysis 

• Willingness to work in an open, collegial, in-person office environment 

• Ability work on projects in both team and individual settings 
 

TECHNICAL AND EDUCATION QUALIFICATIONS: 

• Bachelor’s Degree desirable or equivalent work experience 

• Experience in donor database management and reporting a plus 

• Ability to strategically implement communications as an effective tool in fundraising activities 

• Proficiency in Microsoft Office Suite including Microsoft Word, PowerPoint, and Excel 
 

PHYSICAL DEMANDS: 

• Ability to make frequent telephone calls and routine in-person visits to donors and prospects. 

• Ability to utilize computer keyboard (typing) and sit for extended periods of time. 

• Must be able to lift and carry 20 pounds when transporting supplies and assisting development team; 

• Hands-on participation with event set-up is required. Ability to reach, stoop, grasp, grab, etcetera. 

• May be required to perform tasks at varying heights (i.e., step ladders, stools, stairs, etc.). 

• Ability to standing for long periods of time; 25% or more of the workday may be spent standing on feet. 

• Ability to drive and maintain a valid driver’s license 
 

COMPENSATION AND BENEFITS: 

• Salary between $45,000-$55,000, commensurate with experience 

• 90% employer paid medical and dental insurance 

• Free parking (the Centene Center for the Arts is located at 3547 Olive St., St. Louis, MO 63103) 

• Generous vacation and medical leave 

• Retirement with 5% employer contribution after 1 year of employment 
 

To apply, send cover letter, resume and three professional references via email to Jessie Youngblood, Director of Development, at 

Jessie-Y@KeepArtHappening.org. Position will remain open until filled. The Arts and Education Council strongly believes in a diverse 

workforce and does not discriminate according to religion, gender identity or expression, ethnicity, age, national origin, disability, 

marital status, sexual orientation or military status. No phone calls please. 
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