
 

Tax Foundation Job Announcement 
Operations & Development Associate 

 
 

 
About the Tax Foundation  
We’re an 80-year-old nonpartisan, non-profit located steps away from the White House in Washington, DC. We 
regularly work with policymakers on both sides of the aisle to help fix problems in national and state tax codes 
and by focusing on effective policies instead of politics, we have curated a reputation as one of the most effective 
policy think tanks in the nation. We use our research and analysis to bring tax changes to the national spotlight, 
foster competition between the states, and advise policymakers on how to improve their tax systems. In 2017, 
our work was cited in 41,052 news articles, including the largest national outlets and the papers of record in all 
fifty states. We produced over 70 major reports and our website got a record 18.8 million views. 
 
Job Overview  
Tax Foundation seeks an Operations & Development Associate who will be responsible for scheduling meetings 
and calls for our executive team and preparing and sending information packets and receipts to donors. This 
person must be extroverted, systematic, detail-oriented, and ready to join an amazing team. The right candidate 
must also believe in the Tax Foundation mission of pushing the tax reform debate toward smarter policies. The 
Development Associate will report to our Executive Vice President and will be located in Washington, DC.  
 
Here are a few regular duties that can be expected: 

• Schedule meetings and calls between our executive team and donors and prospective donors 
• Prepare and send thank you letters, welcome packets, and other recognition to donors, documenting 

interactions 
• Report donations and donor contact information according to internal standards relating to recording of 

donor data, deposit reports, caging and scanning of checks, and daily revenue reports 
 

Ideal Skill Sets  
• Interest in non-profit individual donor fundraising 
• Extroverted, systematic, and detail-oriented 
• Adhere to the highest ethical standards, and convey sensitivity to needs of the donors 
• Excellent written and verbal communication skills, projecting a positive and optimistic attitude 

 
Benefits  
Salary range is $45,000 to $52,000, depending on qualifications and experience. Benefits include HSA-based 
health coverage (TF covers an amount equivalent to three-quarters of the silver-level premium and deposits the 
amount of the deductible into the HSA), dental and vision coverage, life/AD&D/LTD insurance, 12 holidays per 
year, 15 vacation days per year, sick leave, early release on Fridays, and a 401(k) retirement plan (100% match on 
first 5%). 
 
Applying  
Submit cover letter and resume at taxfoundation.org/careers. The position is open until filled. The Tax Foundation 
is an equal opportunity employer. EOE/M/F/D/V 

https://taxfoundation.org/careers

