
 
 

 
 

Massachusetts Housing and Shelter Alliance 
Job Posting 

 
Title:  Development Specialist 
 
The Massachusetts Housing and Shelter Alliance (MHSA) is seeking qualified candidates for the 
position of Development Specialist. 
 
About MHSA:   
MHSA is a statewide nonprofit organization that is driving innovation to end homelessness 
among adult individuals through advocacy and development of outcome-based programs. For 
more than 30 years, MHSA has been transforming the traditional response of emergency 
shelter into a system of permanent housing, improved access to support services and 
healthcare, and other long-term solutions to homelessness. These strategies have helped 
dramatically reduce chronic homelessness in Massachusetts and gained MHSA national 
recognition for several policy initiatives. MHSA has a network of 90 member agencies; it also 
works closely with state and city government. It uses its unique position as an intermediary 
between public agencies and homeless service providers to create innovative responses to 
homelessness for adults in Massachusetts. 
 
MHSA is an Equal Opportunity Employer offering competitive pay, generous benefits, and work 
in a mission-focused organization. Learn more about MHSA at www.mhsa.net.  
 
Position Summary:   
The Development Specialist will work closely with the Director of Development (DOD) on all 
aspects of MHSA’s individual giving program, including direct mail (appeal and acquisition 
mailings), database management, gift processing, and day-to-day development operations. The 
Development Specialist will support the overall execution and implementation of MHSA’s 
fundraising campaigns and communications strategies. This is a newly-created position at 
MHSA. 
 
Reports to:  Director of Development  
 
Status:  This position is full-time, hourly/non-exempt. 
 
Direct Mail 

- Work with DOD and President & Executive Director (P/ED) to develop annual direct mail 
campaign, and provide suggestions and recommendations for best practices related to 
direct mail designs, testing, and strategies.  



 
 

 
 

- Assist with design of direct mail pieces and developing and obtaining content for appeal 
letters, including staff reflections, tenant stories, or program highlights as needed. 

- Pull mailing lists for appeal and acquisition mailings, especially related to segmentation 
and testing when applicable.  

- Create regular reports and analysis on direct mail performance, response rate, donor 
giving history, lapsed donors, A/B testing results. Use analyses to inform adjustments for 
future direct mail strategies. 

- Support DOD in coordinating acquisition mailings with list broker. 
- Write acknowledgement letter templates to correlate with mailings and various 

campaigns. 
 
Development Operations 

- Manage daily gift entry and acknowledgement of donations received through mail and 
online, as well as processing monthly donations and maintaining MHSA accounts with 
various giving vehicles.  

- Organize and maintain backup documentation for donations received. Work closely with 
Finance department for regular reconciliation and addressing auditor requests. 

- Submit payment requests for vendors and invoices, tracking expenses in department 
budget. 

- Ensure sufficient development and event-related supplies. 
 
Database 

- Oversee and maintain database and serve as staff lead for its day-to-day usage within 
the Development Office. Ensure data integrity and accurate recording of donations and 
donor information, including updated contact information for donors, member 
agencies, foundations, and corporate relationships. 

- Create procedural guides for database usage and best practices, implement training for 
staff and board members as appropriate, and ensure proper usage of database and 
various features.  

- Assist DOD with fundraising reports for board meetings. 
- Create dashboards and tools for ongoing reporting, analysis, and donor strategy. 
- Record stewardship activities with donors and track interactions. 
- Pull mailing lists for direct mail and event invitations. Pull contact lists as requested by 

other staff as needed. 
 
Donor Relations 

- Work closely with P/ED and DOD on outreach to donors, personal communications, and 
other stewardship activities. Regularly provide donor lists and record activity.   

- Respond to donor requests, comments, and general development inquiries as needed. 
- Assist DOD to identify major donors, develop a portfolio, and track specific 

cultivation/stewardships strategies and record touch points accordingly. 



Special Events 
- Process and track event registrations, sponsorship/ticket purchases, and coordinate

with P/ED and DOD for follow-up.
- Ensure accurate coding and tracking of events and related donations. Provide post-

event reports and analysis regarding revenue, attendance, and sponsorships.
- Work with Communications Manager to create event registration pages.

Other Activities 
- Serve as point person for tracking grant activity and submissions. Assist with grant

research and reporting.
- Assist with Communications projects or other MHSA projects or administrative tasks as

needed.

Preferred Qualifications 
- At least five years’ experience in development, with demonstrated success related to

direct mail programs.
- Familiarity with best practices related to development and fundraising strategies,

especially related to direct mail, as well as donor relations and data integrity.
- Extensive experience working with fundraising databases; experience with Raiser’s Edge

or Bloomerang a plus.
- Meticulous attention to detail. Must be able to demonstrate excellent writing skills.
- Proficient with Microsoft Office products and design software preferred; experience

with Adobe products, especially InDesign, a plus.
- Ability to manage a high volume of projects and deadlines.

Compensation and Benefits:  This position is 40 hours per week, non-exempt. Salary range is 
$24 - $26 per hour. Excellent benefits include:  health and dental insurance (80% employer-
paid), pre-tax commuter benefits, 15 days of vacation per year (to start), 15 holidays per year, a 
401K retirement plan with generous matching contribution, and more.   

NOTE: Due to COVID-19, the majority of MHSA staff are working remotely. When it is safe 
and allowable to do so, staff will primarily be working from the Boston office. 

Application procedure:   
Please submit a resume and cover letter to Ms. Kaye Wild, Vice President at kwild@mhsa.net 
by February 16, 2022. Please be sure to put “Development Specialist” in the subject line. 

MHSA is an Equal Opportunity Employer, committed to a diverse workforce. Individuals from 
all backgrounds are encouraged to apply; we especially encourage people with lived experience 
of homelessness to apply.


