
 
Work Study Job Description 

Off-Campus Employers 
 

Job Title of this Position  
Name of Organization  
Website  
Job Location Address 
 

 
 

  

Contact / Supervisor  
Phone Number  
E-mail  
  

Hourly Pay Rate (indicate a range)   

Employment Period 
    Summer Only                   Academic Year               Summer & Academic Year   
 (7/1/2009 - 9/29/2009)                 (9/30/2009 - 6/11/2010)                       (7/1/2009 – 6/11/2010) 
 

Hours per week 
Summer: 

             Full time program 40 hrs/wk      
Part time program up to 19 hrs/wk 

Academic Year: 
Part time program up to 19 hrs/wk 

 
Nature of Business or Organization: 
 
 
 
 
 
Duties and Responsibilities: 
 
 
 
 
 
 
 
Minimum Qualifications: 
 
 
 
 
 
 
 
Educational Benefits: 
 
 
 
 
 
 

(For Work Study Office Use) 
 

JOB NUMBER:            Program/Rate:   FEDERAL______%   STATE______% 
2009/2010 


	Phone Number:
	Email:
	IRS Tax Number of Organization: 

	Job Title of this Position: Resource Development Assistant
	Name of Organization: World Affairs Council
	Website: www.world-affairs.org
	Job Location Address: 2200 Alaskan Way, Suite 450
Seattle, WA 98121
	Contact  Supervisor: Bipasana Joshee
	Phone Number: 206.441.5910
	Email: bjoshee@world-affairs.org
	Hourly Pay Rate indicate a range: $12 / hr
	Nature of Business or OrganizationRow1: The World Affairs Council of Seattle, a non-profit, non-partisan organization, is the leading foreign affairs forum in the Pacific Northwest. Since 1951, the Council’s purpose has been to promote greater understanding of global affairs in our Puget Sound community through a balance of public events, educational activities and the international visitor program.
	Duties and ResponsibilitiesRow1: -	Gather, track and enter information into database related to current and prospective donors, members and friends of the 
   organization
-	Assist in planning, organizing, staffing and supporting major fundraising and other special events
-	Produce membership renewal letters according to monthly schedule
-	Produce invitations, acknowledgement and follow-up correspondence with donors, event attendees, and board members
-	Conduct background research support related to foundations, prospective donors, and corporate funding opportunities
-	Other duties as assigned by President/CEO, Vice President and Communications and Development Assistant



	Minimum QualificationsRow1: - Strong organizational and interpersonal skills
- Attention to detail 
- Computer literacy and knowledge of Microsoft Office programs and Access databases
- Excellent verbal and written communication skills in English
- 6 months experience working in office environment
- Experience working in fast-paced environment
- Interest in global affairs


	Educational BenefitsRow1: -	Experience at an internationally focused non-profit organization
-	Gain skills related to non-profit development, such as fundraising event management, donor stewardship, and prospect   
   research
-	Exposure to visiting international delegations from around the world
-	Opportunities to attend lectures, panel discussions, and other educational events at no cost
-	Numerous networking opportunities throughout the year
-	Complimentary one year membership to the World Affairs Council
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