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Donor Engagement Coordinator
Job Description

Job Title: Donor Relations Coordinator
Reports To: Senior Director, Engagement
Job Status: Full-time, exempt; Essential staff (nights, weekends, and holidays required)
Job Summary: The Donor Engagement Coordinator creatively identifies opportunities to grow Raleigh Rescue Mission’s donor base, engages current donors, and manages the administration and organization of donor communication and events. 
Job Duties & Responsibilities:

· Create and implement a donor communication process 
· Ensure each donor receives a personalized thank you each quarter 
· Coordinate calls and handwritten thank you notes for all new donors

· Maintain a rotating list of donors to have personal contact with (including daily donor thank you calls)
· Report on the impact of each donor’s gift
· Track donor interactions in Salesforce
· Identify internal client success stories and client needs to communicate to donors

· Identify unique ways to thank all new donors and implement the plan
· Schedules major donor meetings for CEO, preparing documents and identifying key topics/information about the donor to ensure highest level of donor engagement during the meeting
· Create and implementation of a monthly Social Media calendar to engage new and existing donors

· Assist in the creation and implementation of an annual Campaign calendar

· Assists in the grant writing and submission process

· Assist the entire Engagement Team (volunteer engagement and staff engagement processes and projects)
· Assist, as needed, in any area of the Mission
These duties are not exclusive and with consideration of the job requirements and the employee’s skills, this job description can be added to or taken away from at the discretion of the employee’s immediate supervisor.  

Job Skills & Requirements:

Raleigh Rescue Mission considers every position one of Christian ministry and every person a valued and vital part of our team.  Therefore, it is essential that all employees of the Mission have a personal relationship with Jesus Christ and subscribe to our Statement of Faith, Code of Ethics and Business Conduct and Core Values (visit www.raleighrescue.org for details).
· Bachelor’s degree in Communications, Marketing, Business, or related field, or proven work experience in related role

· Proven skills and experience in overall development/donor relations

· Interest and desire to learn how to become an impactful development professional

· Excellent listening skills, written communication skills, and verbal communication skills
· Excellent organizational skills, detail oriented and process oriented

· Proficient in the use of Microsoft Office programs and ability to use various databases

· Proven track record of working with little oversight and high output, is self-motivated, and able to maintain a positive attitude

· Ability to prioritize and multi-task with a proven track record of effectively managing projects
· Excellent interpersonal skills with a demonstrated ability to develop rapport
· Ability to handle confidential information with sensitivity and display professionalism in handling confidential situations and materials
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