
 
POSITION DESCRIPTION 

 
Job Title: Assistant Director of Development 
Reports to: Director of Development 
FLSA Status: Exempt/Salaried 
Working Hours: Full-time, with some evening and/or weekend hours as required 

 
About the Hartford Symphony Orchestra  
The Hartford Symphony Orchestra is Connecticut’s premier musical organization and one of America’s leading regional orchestras. 
HSO is committed to enriching lives and community through great music, both on and off the concert stage. Our work is made possible 
through the generosity and engagement of individuals, foundations, corporations, and government supporters.  

 
Position Summary 
The Hartford Symphony Orchestra (HSO) seeks an experienced, detail-oriented, and strategic development professional to serve as its 
Assistant Director of Development. Reporting to the Director of Development, the Assistant Director plays a critical role in setting 
fundraising strategy in concert with the Director of Development and CEO, managing and growing support from foundations, 
corporations, and government sources, in addition to supporting aspects of the annual fund and special events. This role is essential to 
securing vital funding for the Orchestra’s operations, special projects, and capital initiatives, and requires a passionate advocate for the 
arts with exceptional writing and relationship-building skills. 

 
Key Duties and Responsibilities 
Institutional Giving & Grant Management 

• Develops and implements a comprehensive plan for expanding institutional giving from foundations, corporations, and 
government sources. 

• Writes compelling proposals, letters of inquiry, interim and final reports, and acknowledgment letters. 

• Maintains an accurate calendar of proposal deadlines, reporting requirements, and grant cycles. 

• Coordinates with internal departments to collect relevant programmatic and financial data for proposals and reports. 

• Ensures timely and accurate recordkeeping in donor databases (Salesforce/Paciolan) and files (electronic and physical). 
Fundraising & Donor Relations 

• Proactively cultivates and maintains relationships with foundation, corporate, and government funders. 

• Identifies, researches, and qualifies new institutional giving prospects. 

• Coordinates communication with funders throughout the application and reporting process. 

• Arranges and participates in funder meetings and site visits with HSO staff and leadership. 
Corporate Sponsorships 

• In collaboration with the Director of Development, identifies and secures corporate sponsorship opportunities. 

• Crafts customized sponsorship proposals that align with corporate marketing and philanthropic goals. 

• Negotiates and finalizes sponsorship agreements and ensures timely and effective fulfillment in collaboration with the Manager 
of Development Operations. 

• Coordinates with the Marketing Department to ensure accurate recognition in printed programs, on the website, and in other 
materials. 

Additional Development Support 

• Assists in planning and executing development department special events and donor stewardship activities. 

• Books and tracks corporate and foundation pledges and payments in Paciolan; prepares acknowledgments and invoices as 
needed. 

• Supports annual fund initiatives and participates in broader fundraising campaigns as required. 

• Performs other duties as assigned to support the overall goals of the Development Department. 

 
Education, Experience and Skills 

• Three to five years of direct fundraising experience with a strong focus on institutional giving and grant writing. 

• Demonstrated success securing and managing gifts from foundations, corporations, and government entities. 

• Exceptional persuasive writing, storytelling, and budget preparation skills. 

• Strong research and analytical skills; ability to synthesize complex information into compelling proposals. 

• Excellent interpersonal skills and ability to build relationships with donors, funders, and colleagues. 

• Self-motivated, proactive, and adaptable; comfortable working independently and collaboratively. 

• Strong project management skills with the ability to handle multiple priorities and meet tight deadlines. 

• Familiarity with donor management systems; experience with Salesforce and/or Paciolan is preferred or willingness to learn. 



• A passion for music and the performing arts is strongly encouraged. 
  

Performance Competencies 

• Leadership: Takes on projects as necessary. Maintains a positive, achievement-oriented attitude and 
influences others to do the same.  

• Emotional Intelligence: The ability to identify, use, understand, and manage emotions in positive ways 
to relieve stress, communicate effectively, empathize with others, overcome challenges, and defuse conflict.  

• Stewardship: Demonstrates integrity, accountability and efficient stewardship of Bushnell resources in a 
manner consistent with Bushnell policies including The Bushnell Standards of Ethical Conduct and Safety 
Policies.  

• Strategic Planning & Organizing: Understands big picture and aligns priorities with broader goals, 
measures outcomes, solutions oriented, seeks alternatives and broad input; can see connections within 
complex issues.  

• Ethical Practice: The ability to integrate core values, integrity, and accountability throughout operations 
and business planning.  

• Business Acumen: Reacts positively to key developments in area of expertise that may affect the 
business. Leads programs in all major areas falling under area of control, with the ability to understand and 
apply information with which to contribute to the organization’s business and strategic plan.  

• Relationship Management: The ability to manage interactions to support and strengthen the 
organization. Gathers and analyzes customer feedback to assist in decision making.  Provides guidance to 
organizational stakeholders and negotiates solutions by understanding their needs.  

• Quality Improvement: Strives for efficient, effective, high-quality performance in self and others; delivers 
timely and accurate results; resilient when responding to situations that are not going well; takes initiative to 
make improvements.  

• Global & Cultural Effectiveness: Shows respect for people and their differences; promotes fairness and 
equity; engages the talents, experiences, and capabilities of others; fosters a sense of belonging; works to 
understand the perspectives of others; and creates opportunities for access and success.  

• Professionalism: Sets the example. Stays current in terms of professional development. Contributes to 
and promotes the development of the organization through active participation in the community.  

  
Physical Demands  
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
   
While performing the duties of this job, the employee is required to sit and stand and may be required to visit other work 
areas.  While performing the duties of this job, the employee is required to talk and/or listen.  The employee must have the 
ability to maneuver around the facilities.  The employee may be required to use computers, keyboards, telephones, and 
other office equipment.  Specific vision abilities required by this job include close vision, color vision, and ability to adjust 
focus.  May be required to read a high volume of written materials and a computer screen.  Must have the ability to 
coordinate several activities simultaneously.  Is required to be able to handle stressful situations in a calm, professional 
manner.  The employee may occasionally lift and/or move up to 30 lbs.  
 
Work Environment   
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
   
The noise level in the work environment is usually moderate.  During certain events, considerable movement around the 
facility, exposure to crowds and loud noise may be encountered.  
   
Equal Employment Opportunity  
The Hartford Symphony Orchestra strives to build and sustain an equitable and inclusive work environment where cultural 
diversity is celebrated and valued.  We believe that a diverse workforce, reflective of the communities we serve, helps us 
become a stronger community partner.  All employment decisions are made without regard to race, color, religion, sex, 
national origin, age, disability, veteran status, marital or family status, sexual orientation, or gender identity.  
   
General Information  
The above statements are intended to describe the general nature and level of work performed by individuals assigned to 
the position.  They are not intended to be an exhaustive list of all duties, responsibilities and skills required of personnel 
so classified.  The Hartford Symphony Orchestra reserves the right to change or modify the employee’s job description, 



whether orally or in writing, at any time during the employment relationship.  The Hartford Symphony Orchestra may 
require an employee to perform duties outside his/her normal job description.  
   
The Hartford Symphony Orchestra is a Not-For-Profit, Equal Opportunity Employer proud to serve Connecticut and its 
citizens.  
  

  
  

  
  
 
 


