
 

 

Advancement Support 
OPEN HOUSE MINISTRIES 

 
 

Reports to: Donor Relations Officer 
Status: Nonexempt 
Purpose: To assist the Advancement Department 
Time Commitment: Full-time, 40 hours per week 
Pay: $19.00-$22.00 per hour 
Benefits: Health/Denta/Vision; Life/LTD; sick; vacation; store discount; clothing allowance 

Job Description: 
The Advancement Support staff provides administrative, organizational, and project support across all 
functions of the Advancement Department. This position assists with donor relations, communications, 
events, and advancement operations by coordinating logistics, maintaining records, preparing materials, 
and supporting departmental projects and activities. 
 
The Advancement Support staff serves as a key team member who helps ensure the efficient execution 
of advancement initiatives and provides support where needed throughout the department. 
 
Inquire at Careers@sheltered.org for a complete position description and required application form. 
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