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Philanthropic Services Coordinator 
 
Position: Full-time, Exempt 
Department: Giving Strategies 
Reports To: Vice President, Philanthropic Services 
 
The Organization 
The Community Foundation of Greater Birmingham is the largest community foundation in Alabama, 
with assets of approximately $221 million, annual grants of $18 million, and more than 500 component 
funds representing a variety of charitable interests across the five-county region it serves. The 
community foundation model has been used throughout the United States to create permanent sources 
of funding for nonprofits and special projects addressing a community’s most pressing needs. We have a 
vision for a just, prosperous and unified region where every person is empowered to reach their full 
potential. We hope to achieve this vision by igniting passion for transformational change in partnership 
with donors, community members, and civic leaders. The Foundation uses the power of philanthropy to 
positively impact communities by helping donors leverage their charitable investments and employing 
clear strategies to guide its own direct community investments. The Foundation has invested in our 
region for 60 years and recently launched a new strategic vision, mission and priorities that will guide 
our leadership, work and investment in the community for the next decade. 
 
This is an exciting time to join the Foundation’s team of staff who are working together to implement 
this new strategic direction. The Philanthropic Services Coordinator will be directly involved in the 
implementation of the Foundation’s new strategic directives and contribute meaningfully to the 
Foundation’s success in achieving its vision. 
 
Position Summary 
The Philanthropic Services Coordinator position is critical to the way the Foundation serves its donors, 
documents donor relationships, and maintains compliance with important federal and state rules and 
regulations. This position will be responsible for maintaining the CFGB’s constituent database system, 
accurate and timely grants processing from donor advised funds, and producing and distributing gift 
acknowledgements. In carrying out these duties, s/he will work closely with Philanthropic Services, 
Finance and Program teams, as well as trustee/money manager contacts to ensure seamless services to 
donors and the community. A successful Philanthropic Services Coordinator will combine a strong 
attention for detail and compliance with creative thinking, an entrepreneurial mindset and exceptional 
customer service skills. 
 



 

 
 
 
Principal Duties and Responsibilities 

1. Update, streamline and maintain donor database to ensure the highest level of accuracy and 
efficiency 

2. Ensure accurate and timely grant processing and perform due-diligence of all grants from donor 
designated component funds 

3. Act as subject matter expert to ensure CFGB is fully utilizing donor database capabilities 
4. Serve as a front-facing ambassador of the Philanthropic Services team and CFGB by providing 

excellent stewardship and customer service and liaising with CFGB stakeholders at events and 
activities 

5. Prepare reports, queries, and analysis for the Philanthropic Services team, CEO and board of 
directors 

6. Assist donors in navigating and using the Foundation’s online giving platforms 
7. Respond to inquiries and requests from fund holders and other CFGB constituents 

 
All members of the Giving Strategies Team are expected to be team players, and to work collaboratively 
with members of Marketing & Communications, Program and Finance Teams. The ideal candidate will 
be personable, an active listener who can present solutions to meet donor goals and needs, cultivate 
relationships that serve the Foundation’s strategic goals, and an entrepreneurial thinker eager to help 
craft and implement team strategy. 
 
Specific Day-to-Day Tasks 

1. Ensure database accuracy, integrity, confidentiality and healthy record keeping 
2. Produce and distribute timely donor acknowledgments 
3. Research and author prospect reports 

 
Qualifications 

• Bachelor’s degree or equivalent experience 
• Excellent computer skills, especially Microsoft Office suite, and relational database programs 

(CRM) 
• Superior organizational, communication and interpersonal skills (ability to convey complex 

concepts in simple terms) 
• Ability to work independently as part of the Philanthropic Services Team and collaboratively 

with Finance and Program Teams 
• Ability to prioritize and multi-task in a fast paced environment and manage change as 

organizational priorities shift 
• Commitment to providing excellent customer service 
• Must exercise discretion with highly sensitive and confidential information, and demonstrate 

good judgement in working with a diverse donor and prospect population 
• Ability to manage conflict with humility and compassion and to handle mistakes with 

transparency 
• Willingness to take a proactive role in team efforts, promote collaboration and cooperation 

between team members and encourage open communication in multidisciplinary environments 
 
 



 

 
 
 
Starting salary for this position will be commensurate with the selected candidate’s background and 
experience. The Community Foundation offers an exceptional benefits package, including options for 
medical and dental coverage, 403(b) retirement plan, a generous schedule of paid holidays, and three 
weeks of vacation the first year of service, prorated based on date of hire. 
 
Salary Range: $38,000 – 42,000 
 
TO APPLY: 
Please direct inquiries by email only to careers@cfbham.org, referencing “Philanthropic Services 
Coordinator” in the subject line. Include cover letter, resume and salary requirements. No phone calls 
please. Candidates selected for the interview process will be contacted directly. We regret that we 
cannot respond personally to each applicant. 
 
The Community Foundation of Greater Birmingham is an Equal Employment Opportunity Employer. 
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