
 

 

 

 

JOB DESCRIPTION 

Organization: Kansas City Ballet  

Title: Philanthropy Assistant 

Reports to: Manager, Stewardship and Operations 

Salary: $18-$20/hour  

Position: Entry-level, Part-time (20-25 hours), hourly/non-exempt  

 

ORGANIZATION DESCRIPTION  

Kansas City Ballet (KCB) is one of the nation’s most-respected professional ballet companies with 30 

dancers and an annual budget of $10M, one-third of which is philanthropic support. KCB’s vision is 

‘Outstanding dance experiences accessible to all’ and our mission is ‘To inspire and engage through the 

beauty, power and passion of dance.’ KCB produces four productions a season at the Kauffman Center 

for the Performing Arts with audiences of 65,000+, has a School with 530 students in its Academy and 

720 taking adult Studio classes, and engages more than 20,000 people each year through Community 

Engagement and Education programs.  

 

POSITION DESCRIPTION  

The Philanthropy Assistant position is an entry-level, administrative position that will join a fun, creative 

and dedicated team. This position is an important member of the Ballet’s philanthropy team and 

handles supporting the department with administrative work, events and interactions with supporters 

of the Ballet.  

 

This position requires an individual with excellent organizational and customer service skills, initiative 

and follow-through. The ideal candidate will have attention to detail, the ability to manage multiple 

tasks, a passion for the arts (especially dance), and an understanding of the significant role the arts play 

in the Kansas City community.  

 

This position is hourly, non-exempt up to 25 hours per week. Schedule will be determined with the 

supervisor.  KCB offices are open 9 a.m. – 5 p.m., Monday-Friday. However, the Philanthropy Assistant 

will be expected to work some weekends and/or flexible shifts, to assist with performances and 

philanthropy events. 

 

RESPONSIBILITIES  

• Help with department events including printing and mailing invitations, tracking RSVPs, creating 
and printing nametags, and on-site assistance at the events.  

• Take and write minutes from board committee meetings as assigned.  
• Assist with database clean up. 
• Assist with donor stewardship by mailing first-time donor postcards, organizing the board thank 

you notes, sending the monthly birthday report, organizing donor holiday gifts and by making 
prompt thank you calls to donors of gifts of up to $100. 

• Generate tax letters/gift acknowledgements ensuring acknowledgments match the type of gift.  

• Enter donor contact reports as needed. 



• Print and mail corporate and individual pledge reminders and invoices.  

• Organize and keep Philanthropy Department records, including hard copy donor files for 

individuals, foundations, and corporate donors.  

• Assist other philanthropy staff with projects as requested. 

• Perform other duties as assigned by the Chief Philanthropy Officer.  

 

QUALIFICATIONS  

• Proficiency with Microsoft Office products (Word, Excel, Teams).  

• Knowledge of fundraising database or CRM is a plus. 

• Significant customer service experience. 

• Attention to detail required. 

• Excellent verbal, written and interpersonal communication skills required.  

• Must be able to lift 10-15 pounds. 

• Possess a pleasant and collaborative style in the workplace including professional attitude, 

attention to detail, dependability, initiative, and a sense of humor.  

 

BENEFITS  

• May be eligible for 403b plan. 

 

 

HOW TO APPLY  

Please send a cover letter, resume, and references to jwampler@kcballet.org. Please include 

Philanthropy Assistant in the subject line. No phone calls, please. The position will remain open until it is 

filled.  

 

Kansas City Ballet is an equal opportunity employer committed to creating and sustaining a culture 

that values diversity, inclusion, equity and belonging. 
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