
 
 
 
MAUI HUMANE SOCIETY 

Job Description 
 

The Maui Humane Society is committed to building lifelong bonds between people and animals through 
education, community outreach and the prevention of cruelty. 

 
Job/Position Title:  Database Coordinator Status:  Nonexempt Date:   February 2020 
 
Primary Purpose: Maintains donor database and assists the Director of Development and Marketing 
(DDM) with departmental reporting, donation tracking and modes for solicitation including overseeing 
the direct mail program. Assists Director of Finance (DOF) with ensuring accurate and consistent 
financial reporting for Development and Marketing-related revenues and expenses. Assists with other 
departmental needs as requested. Under the direct supervision of the Director of Development and 
Marketing (DDM) 
 
Essential Duties/Functions:  (See Policies and Procedures Manual for specific details) 

 

1. Administers donor database (Blackbaud Raiser’s Edge) to process and record all donations, 

maintain donor information, produce reports, perform analysis, and track and cultivate 

donors. 

2. Analyzes data for donation trends and other relevant information and assists with developing 

strategies to increase donor acquisition and retention. Provide recommendations on “best 

practices” and creating efficiencies in all functions of processing and recording donations. 

3. Creates, edits, and maintains written materials for the Development department, including, 

but not limited to, donor acknowledgement letters and solicitation materials. 

4. Establishes and maintains confidential donor and correspondence files. 

5. Creates letters and labels for mass mailings.  

6. Oversees and administers Direct Mail program, including communication with vendor, creating 

mail files, and editing direct mail material for final approval by DDM. 

7. Provide analysis and detailed information for, monthly, quarterly and yearly Development 

department reports and  other specialized reports. 

8. Work with DDM to develop spreadsheets and offer technical support and maintenance on 

departmental materials. 

9. Assists with back-end operations of event planning, including, but not limited to, tracking of 

sponsors, registration/ticket sales, and all donated items for auctions or other purpose. 

10. Process all Direct Release payments and provide updated records for Direct Release 

Coordinator. 

11. May assist the public with questions/issues related to donations and donor history. 



12. Oversees donation bank volunteers, maintains the donation bank database, works with a 

volunteer to count funds in all returned donation banks on a monthly basis, and ensures that 

funds are deposited.  

 

General: 

1. Interact with coworkers and volunteers in an efficient and courteous manner to ensure a 

cooperative team environment amongst all departments. 

2. Participate in disaster preparedness and response activities for the shelter and community as it 

pertains to animal related needs. 

3. Assist with training volunteers in related work areas. 

4. Responsible for keeping relevant work areas clean and organized. 

5. Maintain and promote a positive public image standard relevant to MHS. 

6. Help promote fundraising activities and solicit support of agency overall.  

7. Attend and participate in departmental and shelter meetings. Attend educational venues as 

recommended/approved. 

8. Report and correct any safety hazards or unsafe use of MHS equipment. 

9. Other duties as assigned. 

  

Working Conditions: Office in air conditioned building. There may be some outdoor work involved, 

primarily as it relates to events.  

 

Equipment Used: Computer, tablet, copier, fax machine and phone. 

 

Working Hours: This is a full time position requiring 40 hours per week. The average work week is 

Monday-Friday from 8-4:30pm however flexibility is required to cover weekend and evening events, 

emergencies, or other MHS activities.  

 

Mental Demands: Must have ability to multitask, meet deadlines and handle stress. Able to prioritize 

job duties in a busy and constantly changing work environment. Must be able to work independently 

while functioning in a team environment with a positive, helpful and professional demeanor. Position 

requires excellent organizational skills, a high level of accuracy and attention to details. Able to remain 

calm and level-headed in stressful situations. Able to use sound judgment when dealing with 

confidential information.  

 

Physical Demands: Must be able to carry up to 50lbs.  

 

Minimum Qualifications:  

● High School Graduate or equivalent.  
● Knowledge of Blackbaud Raiser’s Edge is preferred. Additionally, confident computer skills 

including experience with Microsoft Word, Excel, Google Apps, social media, databases, internet 
navigation and research.  

● Excellent public relations skills. Ability to form and maintain professional relationships. 
● Excellent verbal, written and observational skills. 



● Experience developing and maintaining budgets. 
● Professional in appearance and behavior. 
● Must be a goal oriented self-starter with a willingness to go beyond prescribed work and time 

schedules to meet deadlines. 
● Possession of a valid driver’s license with a clean driving and criminal abstract. 

 

 

General Requirements:  

● Must have a passion for animals and support the mission of the Maui Humane Society.  

● Must treat animals humanely, with love and concern both on and off the job, and transmit these 

values to others.  

● Positive attitude a must!  

 

Additional Qualifications that would benefit this position:  

● Previous experience working in Development for a nonprofit agency. 

● Previous experience working with Blackbaud’s Raisers Edge database system. 

● Previous experience in animal related field or animal welfare experience. 

 


