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Position Available





Development Assistant


Development Office    201 Pfeiffer





The position of development assistant is available in the development office.  Work-study students are eligible. 





This job may include the following:


General office duties, including filing and copying, maintaining supplies, and assisting with mailings


Database updates


Assist with stewardship activities, including gift acknowledgements, reports, and events


Coordinating student thank you letters to scholarship donors


Assisting with office support to field representatives


Foundation research





Hours:  10-20 hours per week





Salary:  In accordance with financial aid office guidelines





If you are interested in this position, please contact April McGlothin-Eller at � HYPERLINK "mailto:april.mcglothin-eller@garrett.edu" �april.mcglothin-eller@garrett.edu� or 847.866.3927 or stop by the development office, 200 Pfeiffer Hall, First floor.
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