
 
 
 
 
MAY 2019 
 
JOB TITLE:            Asheville Symphony Society Development Coordinator 
 
DEPARTMENT:        Development 
 
SUPERVISOR:          Director of Development  
 
REPORTS TO:    Executive Director 
  
CLASSIFICATION:      Part Time 20% 
  
JOB DESCRIPTION: 
The Development Coordinator will provide support and infrastructure for the Development 
team. The position has diverse responsibilities related to data and administrative 
management.  The primary responsibilities are gift processing, data entry, record keeping, and 
other clerical tasks as needed. 
 
PRIMARY RESPONSIBILITIES: 
 

 Perform timely data entry tasks and manage entry processes to ensure accurate and 
relevant donor information in Patron Manager; work with ASO Development team by 
entering donor and gift information accurately and timely to ensure the prompt delivery 
of acknowledgements and receipts; 
 

 Handle donor billing: payment plans, entry corrections, adjustments,  pledge payments;  
 

 Process gift receipt data weekly; 
 

 Generates lists (program listings, invitation lists, and mailing lists), donor and/or 
development reports and special reports as assigned; 
 

 Identify, manage and conduct on-going data clean-up tasks and projects to spot for 
inaccuracies within the database and to ensure the integrity of our data; 
 

 Set-up of new Campaigns, Funds, Designations, and Appeals/Sources within Patron 
Manager; 
 

 Cross-train with Sales and Customer Service , serving as back-up when needed; 
 



 Manage special projects, as assigned by Executive Director or Director of Development; 
 

 Assist with administrative tasks that may include assisting the Executive Director, taking 
notes during board meetings, assisting with the ASO Board of Directors related to 
communications and activities; meeting planning, preparing packets, mailings, and other 
ASO Development related activities. 
 

 REQUIREMENTS: 
 
Qualifications:  
A background in data management/entry and office administration is preferable.  Previous 
experience with a nonprofit is not required but highly desired.  High School education is 
required. 
 
Skills and Abilities: 
The ideal candidate will have an outstanding technical knowledge, eye for accuracy, and 
attention to detail. Candidate must possess strong organizational skills, a commitment to 
customer service, and the ability to identify and respond to operational issues, specifically 
within data entry scenarios. Candidate must possess a professional demeanor and be able to 
exercise discretion and diplomacy. Some nights and weekend work required. 
 
ORGANIZATION/ORCHESTRA DESCRIPTION: 
 
Asheville Symphony – Growth and Success 
Over the course of the past decades, the Asheville Symphony has achieved unprecedented 
levels of artistic excellence, creative programming, audience engagement, and community 
involvement. Since the Symphony's humble origins as a volunteer orchestra in 1960, we have 
grown to serve more than 40,000 of the region's music lovers each year with performances, 
community programming and music education for youth. Our seven Masterworks concerts 
each year, as well as a holiday concert and a choral concert, are each attended by 1900-2100 
loyal and enthusiastic audience members. We also offer the community a full roster of 
education and youth programs, including live performances for all 2nd-, 3rd-, 4th- and 5th-
graders in Asheville and Buncombe County schools and our newest endeavor, MusicWorks!, an 
after-school program that teaches underserved children life skills through music education. Our 
programs are supported by our 400-member volunteer Guild and our high school volunteers, 
the Symphonettes. Other programs under the Symphony's umbrella include the Asheville 
Symphony Youth Orchestra and the Asheville Symphony Chorus. Currently, the Asheville 
Symphony operates on a budget of approximately $1.8 million, employing an 80-100 member 
orchestra and a full-time staff of six.  Concerts are performed in the 2300-seat Thomas Wolfe 
Auditorium located in the US Cellular Center.   
 
If interested, please send a resume to: Amy McGuire, Director of Development 
almcguire@ashevillesymphony.org Position will remain open until filled.    

mailto:almcguire@ashevillesymphony.org

