
 
Hawaii Foodbank Job Description 

 
 
 

 
Job Title:  Donor Specialist 
Department:  Impact - Development 
Reports to:  Donor Relations Manager 
FLSA Status:  Exempt 
Last Review Date: June 2019 
Approved by:  President/CEO 
Approved Date:  August 2018 
 
POSITION SUMMARY 
The Donor Specialist will support the mission of the Hawaii Foodbank and is responsible for 
assisting in the organization’s multi-faceted, comprehensive, and relational fund development 
program to generate support from individual donors through regular, recurring, and major gift 
solicitations. Identifies, solicits, and cultivates current and prospective donors utilizing a 
relationship building model. The Donor Specialist must demonstrate an active commitment to 
the Hawaii Foodbank mission in all aspects of daily work. 
 
ESSENTIAL DUTIES AND RESPONSIBLIITIES include the following:  
 

 Responsible to identify and steward individual donors, resulting in consistent gifts, major 
gifts, increased Fight Hunger Hui membership, and John White Legacy Society gifts, in 
accordance with overall objectives and goals. 

 Foster ongoing relationships with new donors, providing information on programs of 
interest, invitations to take warehouse tours, and invitations to site visits. 

 Execute comprehensive donor-centric, relationship-building solicitation plan for Hawaii 
Foodbank’s regular and major gifts. 

 Manage and grow a portfolio of assigned long-term donors, including active cultivation, 
personal solicitation, and stewardship with the goal of building enduring relationships 
that lead to financial support and membership in major donor and planned giving 
programs on Oahu and Kauai.  

 Prepare development proposals and present fundraising priorities to prospects, 
personally soliciting major gifts. 

 Foster the growth of best practices in the fund development areas of major gifts, annual 
gifts and planned giving. 

 Track donors and prospect progress through Raiser’s Edge, reporting on communication 
and interactions with comprehensive donor contact notes, and creating regular reports to 
chart progress on program goals. 

 Working with Donor Relations Manager, develop marketing strategies, including annual 
fund appeals, group presentations, warehouse tour and program-centered visits, and 
peer-to-peer education.  

 Cultivate and solicit assigned prospective donors in concert with HFB’s internal and 
volunteer leadership through personal solicitations, one-on-one visitations, donor 
cultivation, event planning, and recognition events. 

 Assist with involvement opportunities for major gifts donors, such as warehouse tours, 
site visits, volunteer events, annual luncheons, special events, and recognition 
celebrations. 

TO APPLY: 
Email cover letter, resume, and 
salary requirements to 
lisa@hawaiifoodbank.org 



 Working with Donor Relations Manager, implement strategic initiatives to grow the 
individual giving program, including the John White Legacy Society fund. 

 Coordinated deferred giving with HFB administration and legal counsel, if applicable, to 
ensure compliance with governmental regulations and HFB investment policies. 

 Maintains working knowledge of HFB mission, programs, and Hunger in Hawaii statistics 
to create impactful and persuasive communication.  

 Work cooperatively and assist the Donor Services Coordinator, as needed. 

 Creation and preparation of content, including testimonials related to major and planned 
giving for solicitation materials, newsletters, website content, etc. 

 Prepare reports and program assessment, including measurable targets for major gifts, 
number of personal visits, stewardship activities and solicitations made, as well as new 
commitments and dollars raised. 

 Identifies, cultivates, and solicits philanthropic support by developing and maintaining 
relationships with existing donors and prospective donors  

o Develops a personalized plan for each donor/prospect that includes individual 
goals based on the donor’s history of giving and knowledge of that donor’s 
potential; a timeframe in which to move the donor/prospect through the 
engagement and solicitation cycle; proper acknowledgement, recognition, and 
stewardship.  

o Manages a portfolio minimum of 30 major gift donors and prospects at any one 
time  

 Needs to increase annual giving by $175,000.00 within the fiscal year. 
 
OTHER TEAM RESPONSIBLITY FUNCTIONS 

 Assist with, direct, and manage, as assigned, other development activities, such as 
special events, annual food drive, food drive coalition, food drive collection site, 
operation activities, etc. 

 Provide warehouse tours, staff exhibit tables, and give Hawaii Foodbank presentations, 
as assigned/needed. 

 Comply with all federal, state, and company policies, procedures, and regulations. 

 With team, present recommendations and assist in implementing quality initiatives. 

 In accordance with our "team" philosophy, the person filling this position will be required 
to carry out or assist with other tasks, projects, and assignments, in addition to the duties 
listed on this job description. 

 
ABILITIES, KNOWLEDGE, AND SKILLS 

 Be able to work independently and with a team, having a strong work ethic, high degree 
of self-motivation, and working well under pressure and when there is no hard impending 
deadline. 

 Be adaptable, relational, collaborative, inclusive, respectful, and goals-oriented. 

 Possess exceptional time management, prioritization, and problem solving skills. 

 Communicate effectively, demonstrate leadership, exhibit professional integrity, take 
initiative, and value the mission/vision and strategic direction of Hawaii Foodbank. 

 Comply with all federal, state, and company policies, procedures, and regulations. 

 With team, present recommendations and assist in implementing quality initiatives. 

 Provide support on any other duties, as assigned. 
 
QUALIFICATIONS 

 Demonstrated ability to identify, qualify, solicit, and close regular, recurring, and major 
gifts. 



 To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. Working evenings, holiday, 
special events, project work, and weekend hours, as assigned/needed. 

 
PHYSICAL DEMANDS   
 

Physical Demands Not 
Applicable 

Occasional 
1 – 33% 

Frequent 
34 – 66% 

Constant 
67 – 100% 

Pushing  X   

Pulling  X   

Lifting 
   Ground to Waist Height 
   Waist to Chest Height 
   Overhead Height 
   Carrying 

 X 
X 
X 
X 
X 

  

Sitting    X 

Standing   X  

Walking   X  

Running  X   

Stair Climbing  X   

Bending  X   

Crawling  X   

Squatting  X   

Kneeling  X   

Stooping  X   

Crouching  X   

Climbing  X   

Forward Reaching  X   

Twisting  X   

Side Bending  X   

Overhead Reach  X   

Grasping    X 

Handling    X 

Finger Dexterity    X 

Vision    X 

Hearing    X 

Eye-Hand-Foot Coordination    X 

 
DESCRIPTION OF TASKS 
   -   Most tasks covered in essential duties and responsibilities. 
 
 
COMMUNICATION DEMANDS 
 

Communication Demands Not 
Applicable 

Occasional 
1 – 33% 

Frequent 
34 – 66% 

Constant 
67 – 100% 

Talking to co-workers   X  

Talking to donors, potential 
donors, and stakeholders 

   X 



Written communication to co-
workers 

  X  

Written communication to 
donors, potential donors, and 
stakeholders 

   X 

Talking to funders, potential 
funders, partners, & vendors 

   X 

Written communication to 
funders, potential funders, 
partners, & vendors 

   X 

Talking on the telephone    X 

Supervising others  X   

Responding to written or 
verbal requests of co-workers 

   X 

Responding to written or 
verbal request of funders, 
potential funders, partners, & 
vendors 

   X 

Training, presentations, 
giving verbal instructions 

  X  

Receiving verbal instructions   X  

Receiving written instructions   X  

Writing/composing written 
language 

   X 

Reading    X 

Visiting/working at different 
work sites 

  X  

 
DESCRIPTION OF TASKS 
   -   Most tasks covered in essential duties and responsibilities. 
 
EDUCATION and/or EXPERIENCE 

 Associate’s degree (A.A.); or 3 years related experience and/or training; or equivalent 
combination of education and experience. 

 3+ years of fund development and/or non-profit experience is preferred   

 Working knowledge of wealth management, financial planning, tax and charitable gift 
laws, and planned giving vehicles and methods is preferred. 

 
LANGUAGE SKILLS: 

Ability to read and comprehend simple instructions, short correspondence, and memos. 
Ability to write simple correspondence. Ability to effectively present information in one-on 
one and small group situations to customers, clients and other employees of the 
organization.  

 
MATHEMATICAL SKILLS: 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw 
and interpret bar graphs.  Ability to calculate figures and amounts such as discounts, 
interest, commissions, percentages. Ability to apply all concepts of bookkeeping and all 
generally accepted accounting procedures.  

 



REASONING ABILITY 

 Ability to carry out a varied and wide range of written or oral instructions, from detailed to 
uninvolved to nebulous. 

 Ability to deal with problems involving a few concrete variables in standardized and 
unique situations. 

 Possess the ability to define problems, collect data, establish facts, and draw valid 
conclusions in the problem solving and decision making process; ability to interpret an 
extensive variety of technical instructions; and ability to analyze all aspects of a situation 
and determine win-win outcomes.  

 
EQUIPMENT, MACHINES, TOOL, VEHICLES USED: 

 Ability to use a computer workstation, including keyboard, mouse, glide/track pad, 
printer, copier, scanner, fax, and communication systems (including internal VOIP 
system, online meeting/communication systems, mobile systems, etc.) 

 Proficient computer software skills (Microsoft Office, Adobe Acrobat, Raiser’s Edge, etc.) 

 Operate 10-key calculator. 

 Insured vehicle with valid driver’s license and clean driving record. 
 
PHYSICAL DEMANDS:  

 The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  

 While performing the duties of this job, the employee is regularly required to sit; use 
hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; 
and talk or hear. The employee frequently is required to walk. The employee is 
occasionally required to stand. The employee must be frequently lift and/or move up to 
10 pounds and occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include distance vision and the ability to adjust focus. 

 
WORK ENVIRONMENT 

 Requires driving for off-site day, evening and weekend meetings and events. 

 Requires the use of computer, mobile, telephonic, etc. equipment. 

 The noise level ranges from quiet to moderate to loud at times. 
 

 
 
 
TO APPLY: 
Email cover letter, resume, and salary requirements to: lisa@hawaiifoodbank.org 
 


