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Assistant Director of Development 

About The Opportunity  
TheatreWorks announces the search for a self-motivated, strategic fundraiser with adept writing and 
relationship building skills who will create meaningful impact by personally inspiring $600,000 in annual 
philanthropic support, comprised of $550,000 from an institutional portfolio and $50,000 from a portfolio of 
individual donors (annual gifts up to $1500). The Assistant Director manages a total 125 strategic donor 
relationships, conducting over 50 meaningful visits every year and presenting well-written proposals inviting 
philanthropic support. Join TheatreWorks’ development team where you will play a vital role in ensuring that 
TheatreWorks collectively raises over $3.5 million in contributed annual revenue while impacting over 100,000 
community members throughout the San Francisco Bay area. 
 
About The Organization  
Mission Statement: TheatreWorks is one of America’s outstanding professional theatres. Our work celebrates 
the human spirit through innovative productions, new works, and education programs inspired by and engaging 
our diverse Silicon Valley community.  

TheatreWorks is a treasured cultural asset located in Silicon Valley where for nearly 50 years we have 
produced nationally acclaimed, professional theatre under the guidance of founding Artistic Director Robert 
Kelley and with the expert management of Executive Director Phil Santora. As the largest nonprofit theatre in 
Silicon Valley and the third largest in the Bay area, we celebrate three mission-based priorities: a mainstage 
season of eight productions (plays and musicals with over 143 U.S. and regional premieres), a thriving New 
Works Initiative that has produced 65 world premieres (including Tony Award Winning, Memphis), and a 
collection of innovative education and healing programs, including TheatreWorks for Schools (a Kennedy 
Centers Education Partnership) that reaches 60 schools and 25,000 students in eight Bay Area counties. 
Collectively, our programs pave the way for new voices in American theatre while providing a safe place for the 
development of new works with celebrated artists such as Andrew Lippa, Stephen Schwartz, Jeanine Tesori, 
David Hein & Irene Sankhoff, and many more!  
 
Position Overview 
The Assistant Director of Development fulfills a vital position at TheatreWorks, focusing entirely upon building 
and sustaining relationships. Primarily, the AD manages an institutional portfolio of 75 philanthropic partners 
and oversees the annual institutional campaign (writing grants, partnering with grant contractors and 
colleagues, and ensuring necessary reports/stewardship). In addition, the AD manages 50 strategic individual 
relationships, growing their philanthropic investments as a result of personalized cultivation. Managing the 
diversity of donors that comprise the Assistant Director’s portfolio requires great attention to detail, expert 
solicitation management, impeccable cross-departmental management skills, and innovative donor 
engagement. Ultimately, the Assistant Director impacts success via their ability to build, grow and sustain 
relationships, employ expert writing and editing skills, and provide insightful, strategic frameworks for the 
successful management of the Institutional campaign.  
 
Team Overview 
While reporting to and partnering closely with the Director of Development, you will collaborate with a 6-person  
Development Team, consisting of an Associate Director, an Events Manager, a Stewardship Manager, a 
Development Associate to inspire success. You will join a passionate, mission-driven team who together 
generates more than $3.5 million in annual contributed income from thousands of individual and institutional 
donors. Celebrating dual passions for the performing arts and an exceptional experience for TW constituents, 
this team elevates the TW brand by empowering philanthropic investment from community partners, thereby 
ensuring transformational impact of live theatre within Silicon Valley.  
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Job Title: Assistant Director of Development 

Category: Regular Full-Time, Year-Round, salaried with benefits 
Reports to: Director of Development	

 
Key Responsibilities 

• Consistently embody the mission and values of TheatreWorks, inspiring colleagues and community 
members alike to grow in their passion for the impact of TheatreWorks throughout the Bay and nation.  

• Successfully manage the Institutional campaign ($550,000 annually): set goals, manage annual 
solicitation schedule, partner with stakeholders, write grants, support events, and ensure stewardship.  

• Manage a portfolio of 125 strategic donor relationships, inclusive of institutional and individual donors.  
• Create a comprehensive annual and multi-year strategic plan, utilizing data-driven suggestions for 

success built upon company, industry, and national trends.  
• Provide exceptional service to donors who, with the help of the Stewardship Manager, receive access 

to unique partnership benefits.  
• Maintain excellent relationships with key colleagues: Director of Development, Associate Director of 

Development, Managing Director, Artistic Director, and programmatic directors.  
• Utilize company database (Tessitura) to accurately and efficiently update relevant donor records, 

including meaningful engagement information and strategic engagement plans. 
• Support compelling, mission-driven donor events that grow relationships with current and new donors. 
• Build and leverage relationships with board members, volunteers, and influential community members 
 

 
Qualifications  

• Demonstrated passion for TheatreWorks’ mission and the role of performing arts in society 
• 2 years nonprofit development experience, with a strong focus on successful grant writing and 

institutional management  
• Experience serving and soliciting individual donors who contribute up to $1,500 annually  
• Success driving complex projects requiring diligent writing, attention to detail, and collaboration  
• History of inspiring others (internal and external) via direct and indirect leadership  
• Ability to adopt a flexible working schedule that will include nights and/or weekends 
• Demonstrated initiative with the ability to present ideas and solutions to overcome challenges 
• Ability to maintain a positive, can-do-attitude with colleagues and bay area theatre community members 
• Desire to grow professionally with a commitment to increased efficacy as a development professional 
• Preferred knowledge of Silicon Valley and associated organizations, businesses, and individuals  
• Willingness to leverage and expertly utilize Tessitura database  
• Ability to provide clear tasks for colleagues while tracking timelines and outcomes 
• Bachelor’s degree or equivalent  

 
Compensation 

• Compensation is commensurate with the role that this position represents for the theatre and your 
experience.  Employee benefits include health insurance, paid vacation and sick leave, and a 
retirement plan.  
 

To Apply 
• TheatreWorks is an EOE and encourages women and persons of color to apply. Send letters of 

interest, resumes, two writing samples and three references to: rplasters@theatreworks.org	  


