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JOB DESCRIPTION 
Date: July 2021 

Department: Advancement 
Position: ADVANCEMENT COORDINATOR 
Reports to: Marketing & Communications Manager 
Status: Full-time, Exempt 
Schedule: Office Hours Monday-Friday 8:30am-4:30pm* 

*Flexibility during evenings and weekends based on need 
 
Ho’ōla Nā Pua is committed to the prevention of sex trafficking and providing care 
to children who have been exploited. We believe children deserve a bright future. 
As part of the Ho’ōla Nā Pua team, your commitment to the youth and community 
we serve will make a difference for generations to come. 

 
JOB SUMMARY: 
You will work in partnership with the Advancement team to provide core mission 
support to the organization and critical support to the donor lifecycle. This role 
provides the freeway upon which Ho’ōla Nā Pua will remain connected and 
engaged with the community at large. Your ability to execute tasks and tactfully 
communicate personably while maintaining brand and data integrity will make 
you successful in this role. 

Your primary duties are to collect, coordinate, and maintain information that will 
be shared internally and externally. Advancement will rely on you to provide data 
and information that will inform strategies and actions to be taken with our 
stakeholders.   On a daily basis you will collate, review, and distribute material 
about Ho’ōla Nā Pua’s (HNP) mission, programs, and fundraising. This includes 
internally updating, maintaining, and processing fundraising spreadsheets or 
database reports within the customer relations management platform(s) in order 
to track historical trends, status reports, and event engagement; and to execute 
external communications such as form letters, donor acknowledgment 
communications, and other correspondence from within the customer relations 
database. Additionally, you will communicate directly with donors, providing 
donor relations and ensuring donor inquiries are effectively and efficiently 
addressed. 
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Weekly you will gather and distribute key information to various stakeholders inside 
and outside HNP at meetings and as needed for events.  You will modify the existing 
database and continue to enter information, check for duplicate accounts, errors in 
accounting entries, changes to naming conventions, etc.  This includes event 
communications and gathering of social media messaging and supporting 
collateral.  

Monthly communications such as newsletters, blogs, and event registration and 
announcements will be supported by you to be disseminated to the correct and 
intended list serve. Your keen eye will review communications for message and 
brand clarity. You will also set up and maintain linking systems, especially website 
interaction.  You will produce performance, accounting, marketing, and volunteer 
reports as needed.  You will collate and analyze these reports for planning, 
reference, and communication purposes. 

You will assist in the coordination, production, and distribution of annual appeals, end 
of year tax letters, and other annual communications with donors and prospective 
donors as needed.  You will assist in updating, organizing, and stocking print collateral 
to support brand identity (trifolds, rack cards, flyers, etc). 

Based on need, you may be requested to identify, contact, and coordinate meetings 
with donors and partners and conduct identification and qualification of donor and 
partner capacity through prospect research. 

QUALIFICATIONS: 
Minimum of 2-3 years experience in an office environment or customer service with a 
preferred background in database management, communications, marketing, public 
relations, or copywriting.  

 
MENTAL DEMANDS: 
• Ability to communicate with a donor-centric mindset 
• Ability to interact with others with professionalism, courtesy, and tact 
• Ability to manage and prioritize multiple projects in an organized and efficient 

manner 
• Ability to meet deadlines and complete projects on schedule 

 
PHYSICAL DEMANDS: 
The position requires sitting; climbing and/or balancing; stooping, kneeling, 
crouching and/or crawling; standing; walking; manual dexterity and eye-hand 
coordination; pushing/pulling/lifting/carrying 25-50 pounds; and viewing desktop 
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computer monitor and use of computer keyboard. 
 

COMMUNICATION DEMANDS: 
The position requires donor-centric communication with donors, co-workers, 
volunteers, clients, vendors, agencies, and the public; requires providing and receiving 
clear verbal and written instructions; requires writing/composing written language 
with grammatical accuracy; requires reading; requires exceptional grammar; 
requires visiting/working at other work-sites; requires the ability to utilize and adapt to 
technological advances organization-wide and as needed to communicate with 
external entities. 

 
EQUIPMENT NEEDS: 
Operates basic office equipment including and not limited to the use of: desktop 
computer, copier, fax machine, printer, telephone system, and a calculator. Access to 
and proficiency with a CRM such as Raiser’s Edge or Salesforce, MS Office 365 such 
as Excel and SharePoint. 

 
DESCRIPTION OF WORK ENVIRONMENT: 
Most work will be indoors and occasionally outdoors. Attendance at trainings/events 
with travel within the Hawaiian Islands may be required. 

 
OTHER REQUIREMENTS: 
Able to meet basic standards of physical, mental health, and communication 
demands specified by State and/or professional accreditation standards applicable 
to this agency. Initial/Annual criminal background check, pre-employment physical 
examination, compliance with agency policy are required. 

 
SALARY RANGE: $40,000-48,000 annually commensurate with experience. 
 
CONTACT: 
Please send a cover letter and resume to Mea Spady, Director of Advancement at 
info@hoolanapua.org with the subject line: Advancement Coordinator. 
   
Deadline for applications is August 6th, 2021. 
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