
GRANTS MANAGER & DEVELOPMENT ASSOCIATE 

Aurora Theatre, at Lawrenceville Arts Center, seeks a dynamic and 
entrepreneurial Development Associate & Grants Manager to actively support 
the fund development and cultivation activities of Aurora Theatre. 

Aurora Theatre is the 3rd largest professional theatre in the state of Georgia, located in Gwinnett County with an 
operating budget of $4.5 million, welcoming more than 86,500 visitors each season at over 650 ticketed events.  
Lawrenceville Arts Center (LAC), a brand-new premier arts and culture venue located in historic downtown 
Lawrenceville, GA opened in October 2021. With 5 distinct spaces (and endless funky alcoves) LAC is the perfect 
venue for performances, conventions, corporate meetings or celebrations.  
 
SALARY:  
$47,000-$50,000 
Salary is commensurate with experience; generous benefits package listed below. 
 
To best demonstrate Aurora’s commitment to inclusion, diversity, equity, access, and excellence in our workspace, 
we encourage ALL qualified applicants to apply. Aurora is an equal opportunity employer 

TO APPLY: Please send resume and cover letter, salary requirements, including names and phone numbers of 3 
references and 3 writing samples, to hiring@auroratheatre.com: 
 

Katie Pelkey 
Managing Director 
Aurora Theatre   
Lawrenceville, GA 30046  
hiring@auroratheatre.com 
Subject: Development Associate & Grants Manager 
 
REPORTS TO: Director of Development 

Position Responsibilities 
 
Grants Management 

• Manage the full range of activities of Aurora’s grants portfolio from pre-award to post-award stages across 
all institutional and corporate funders 

• Build, manage, and maintain grant funding relationships 
• Manage grant tracking and comply with all grant reporting as required by funders and leadership 
• Perform prospect research and qualify new grant opportunities for Aurora 
• Report necessary information to funders on current grants, collaborating with Director of Development 
• Make appointments for Executive Leadership with grant program officers and other prospects, arrange for 

onsite tours for supporters (foundation and corporate officers/trustees) with appropriate follow-up 
 
Development Operations 

• Manage gift entry and maintenance of donor records in Tessitura 
• Manage donor recognition including program donor lists, thank you notes, and tax receipts 
• Maintain updated, detailed donor records to insure institutional knowledge of donor relationships 
• Maintain current records in database and in paper files 
• Steward individual donor relations as coordinated with Director of Development 
• Research what current community partners need for mutual continued success 
• Curate best practices for department and Aurora’s part in the landscape/market with Director of 

Development 
• Research recent studies, significant findings, and other resources, for leadership for use in all manner of 

documents pertaining to development. Re: grants, speeches, etc. 
• Collaborate with Director of Development to prepare all fundraising appeals 
• Collaborate with Director of Development to update language and curate Aurora’s voice across all 

channels including grants, online, and print assets 
• Participate in all fundraisers, outreach activities, and other duties as assigned 



 

Future Growth 

• Brainstorm unique ways to increase development department revenue and impact 
• Be efficient with Aurora resources with actionable steps to activate new ideas 
• Assist in cultivating and developing partnerships that deepen Aurora’s relationship with the region (i.e. 

Clayton County outreach, City of Atlanta, GGC, Gwinnett Chamber, etc.) 
 
Leadership 

• Embrace the mission of Aurora Theatre and exemplify servant leadership 
• Work respectfully and collaboratively with Aurora Directors, staff, and artists, and across all departments, 

including Artistic, Production, Facilities, Education and Box Office regularly 
• Be a professional, articulate, enthusiastic, and informed ambassador for Aurora Theatre with grant 

funders, individual donors, Board members and community 
• Be a self-starter who is goal driven and incorporate Aurora’s Artist Statement 
• Participate in professional development and training, as much as time and resources allow 
• Contribute to strengthening the performing arts throughout the metro-Atlanta region 

 
Qualifications: 

• Bachelor’s degree preferred 
• 2+ year of experience in grant-writing and development support or industry equivalent 
• Excellent written, organizational and interpersonal skills 
• Knowledge of Microsoft Office and fundraising/customer relationship management software preferred 
• Must be willing to learn Tessitura and VenueOps software 
• Any successful applicant must have and maintain current Driver’s License 
• Any successful applicant must be able to pass background checks 

 
 
CULTURE 
Lawrenceville Arts Center is an inclusive art space where you will be part of a thriving cultural scene (music, theatre, 
dance, & visual arts). Join a creative culture that operates under “Group Speak” (all voices welcomed). We value 
equity in the workplace, and we fight for civic, corporate and cultural understanding. Plus, we have a lot of fun! 
 
This is a full-time position eligible for benefits and perks including:  
-       Full medical, dental, and disability 
- Optional vision, supplemental, and life 
-       Optional company match 
-       Paid time off 

-       Flexible working environment 
-       Ongoing career training 
-       Employee discounts, FREE admission to shows, and more! 
 

Aurora recognizes that conversations about salary can be difficult. We strive to provide pay that meets the 
market by leveling with industry peers to determine the pay range for each position. Where the employee falls 
in that range is determined by experience and skill set. Aurora will work hard to administer the compensation 
program in a manner that is transparent, consistent, and equitable across the company. 

 


