
 

                                  
Development & Office Associate 

  
Full Time - Reports to Development Director 
8:30am - 5:00pm  Monday - Friday On Site 
Occasional after hours and weekends 
 
About Wing Haven 
  
Founded in 1927, Wing Haven is a nationally recognized public garden and nonprofit organization 
dedicated to preserving historic gardens, inspiring learning, and connecting people with nature. Our 
nearly four-acre campus in the heart of Charlotte includes three distinct gardens—Wing Haven Garden & 
Bird Sanctuary, the Elizabeth Lawrence House & Garden, and SEED Wildlife & Children's Garden—each 
offering visitors unique opportunities to experience beauty, history, wildlife, and environmental 
stewardship. 
 
Each year, more than 20K visitors of all ages explore our gardens through educational programs, special 
events, school field trips, tours, and community gatherings. Whether welcoming a first-time visitor, 
engaging a donor, or supporting a volunteer, every member of our team helps create an experience that 
inspires curiosity, fosters community, and deepens appreciation for the natural world. Wing Haven is a 
501(c)(3) nonprofit organization. 
  
Position Overview 
The Development & Office Associate combines exceptional customer service with outstanding 
organizational skills. As the first point of contact for many visitors, donors, members, and volunteers, this 
position creates a welcoming experience while ensuring accurate and efficient administrative support 
across Wing Haven's fundraising, education, outreach, operations, and volunteer functions. The position 
primarily supports the Development Team while also providing assistance to other areas. This allows for a 
better understanding of different Wing Haven teams and provides opportunities for growth within the 
organization.  
 
This position is ideal for someone who enjoys creating exceptional guest experiences, thrives on 
organization and accuracy, and takes pride in helping people feel welcomed, informed, and valued. 
 
Essential Functions 
 
Development: 
  

●​ Support the Development Director, Executive Director, and Development & Engagement Manager 
in achieving fundraising goals through accurate gift processing, donor database management, 
reporting, and administrative support. 
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●​ Process gifts and payments received through online giving, mail, Clover point-of-sale (POS), and 
other sources; prepare donor acknowledgments, renewal letters, member communications, 
reports, and constituent mailings. 

●​ Oversee the integration between Wing Haven's website, GiveCloud, and DonorPerfect, ensuring 
the accurate transfer of gifts, memberships, registrations, and constituent data while maintaining 
the integrity of fundraising records; reconcile online transactions and resolve data discrepancies. 

●​ Support annual fundraisers, membership campaigns, and donor cultivation events by assisting 
with invitation lists, mailings, registrations, RSVPs, event logistics, and on-site support. 

●​ Support the Executive Director and Board of Directors with meeting preparation, board materials, 
and other administrative tasks as assigned. 

 
Office and Education: 

 
●​ Serve as an ambassador for Wing Haven by welcoming visitors, volunteers, board members, and 

callers, providing exceptional customer service and directing inquiries appropriately. 
●​ Manage the Wing Haven Google Calendar, including organizational activities, meetings, rentals, 

programs, and fundraising events. 
●​ Process and fulfill online orders, program registrations, event registrations, and other 

transactions. 
●​ Share responsibility for staffing the Wing Haven Admissions area approximately three hours per 

week. 
●​ Serve as the primary point of contact for office technology, including troubleshooting problems 

with computers, telephone systems, and other office equipment as requested by the Operations 
Manager.  

●​ Support the Operations Manager with office administration, including maintaining inventory and 
ordering of office supplies, household supplies and retail merchandise, and other administrative 
responsibilities as assigned. 

●​ Support Director of Education & Community Engagement with data management and reporting 
on education, outreach and volunteers. 

●​ Create public-facing signage for educational programs, meetings, events, wayfinding, and special 
announcements. 

 
Requirements 
  

●​ Bachelor's degree in business administration, nonprofit management, communications, 
education, or a related field, or an equivalent combination of education and experience. 

●​ Proven success in office administration, customer service, nonprofit administration, or a related 
field, or a demonstrated enthusiasm for learning and professional growth. 

●​ Exceptional customer service and interpersonal skills with a genuine commitment to creating a 
welcoming and positive experience for all visitors, donors, volunteers, and colleagues. 

●​ Excellent organizational, time management, and multitasking skills with strong attention to detail 
and accuracy. 

●​ Excellent written and verbal communication skills. 
●​ Proficiency with Microsoft Word, Excel and Google Workspace, with the aptitude to learn new 

software and technology platforms. 
●​ Experience with a donor CRM such as DonorPerfect, or the ability and willingness to quickly learn 

donor database systems. 
●​ Ability to work both independently and collaboratively in a fast-paced, team-oriented environment. 
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●​ Demonstrated professionalism, discretion, and sound judgment in handling confidential 
information. 

●​ Commitment to serving all guests, volunteers, donors, and colleagues with professionalism, 
respect, and inclusivity, regardless of age, disability, national origin, religion, veteran status, race, 
color, genetic information, marital status, gender identity, or sexual orientation. 

 
Working at Wing Haven 
 
Wing Haven is committed to creating an inclusive, diverse, equitable and accessible culture where the 
contributions of all community members are valued, respected and appreciated. We invite and welcome 
people of all abilities, backgrounds, races, religions, cultures, ages, genders and sexual identities. Just as 
a garden requires ongoing cultivation and tending, Wing Haven pledges to continually reflect on and 
adapt IDEA (Inclusion, Diversity, Equity & Accessibility) principles. 

Benefits 

Benefits include paid holidays, paid time off, medical insurance, and a retirement plan. 

Additional Information 

●​ Candidates must be authorized to work in the United States and provide appropriate employment 
eligibility documentation. 

●​ Wing Haven is a drug-free and tobacco-free workplace. 
●​ Wing Haven is an Equal Opportunity Employer. 

To Apply 

Please submit a cover letter and resume to: 

Wing Haven​
260 Ridgewood Avenue​
Charlotte, NC 28209 

Or email: admin@winghavengardens.org 

No phone calls, please. Respond by July 24, 2026. 

 
 
 
 

www.winghavengardens.org 
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