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Position Title: Donor Relations Manager   
Department: Development 
Reports To: Chief of Philanthropy  
Revision Date: 4.29.2021 

 

Summary: 
Responsible for the implementation and support of the agency’s Raisers Edge CRM and related platforms. Manages retention and 
renewals for smaller donors, produces copy for stewardship collateral (annual report, newsletters, enews), manages donor database 
coordinator Provides applications support including coding, testing, documenting, troubleshooting, refinement and installation of 
programs / systems in order to satisfy user requirements. Lead major application implementations and participates as a member of cross-
functional teams.  

 

Essential functions related to Philanthropy: 
 

1. Serves as Database Administrator for the Development Team by managing the Raiser’s Edge donor database, including 
maintenance, user accounts, global updates and changes, best practice procedures, gift entry, reporting, queries, and data 
cleanup projects to ensure database integrity. 
 

2. Maintains clear and accurate reporting systems, monthly key metric tracking and development reporting, instruction manual(s) to 
access reports, and dashboards and data extracts. 
 

3. Supports major giving, internal data analysis, report preparation.  
 

4. Manages retention and renewals for smaller donors, produces copy for stewardship collateral (annual report, newsletters, enews) 
 

5. Oversees the production of timely mailing lists for invitations, newsletters, and direct mail piece; pledge reminders; and donor 
invoices;  

 
6. Monitors and tracks all event revenue. 

 
7. Oversees donor acknowledgement process, including accurate gift entry and acknowledgments;  

 
8. Oversees data import/export interfaces between Raisers Edge and various internal/external databases and systems as required.  

 

Additional Functions: 
 

1. Participate on agency committees, as assigned. 
 

2. Contribute to special projects as needed. 
 

3. Provide leadership in ensuring that all individuals are treated respectfully and that diversity in backgrounds and life 
experience is supported and valued throughout the agency. 

 

4. Work constructively and collaboratively with members of the administrative and management teams and other staff 
members to address the programmatic as well as agency-wide issues and needs. 

 
5. Other duties as assigned. 
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Qualifications: 
 Minimum three years’ experience with Raiser’s Edge database or equivalent, preferably as an administrator in a non-profit

fundraising environment;

 Proficiency in Microsoft Office Suite, with expertise in Excel and mail-merge functions preferred;

 Proven ability to research and access relevant information from the internet, hard copies and desktop publishing systems;

 Effective verbal and written communication skills

 Demonstrated proficiency in MS office Suite, CRM and database management and general office equipment

 Proven ability to interact with members of the community representing diverse backgrounds required.

 Computer literacy including database management, Microsoft Office Suite required. Project management software
experience preferred.

 Attention to detail oriented and strong organizational skills is required.

 Must be proficient in Microsoft Office Word, and able to effectively utilize the Internet for research.

Children’s Friend is an Affirmative Action and Equal Opportunity Employer. It is the policy of Children’s Friend not to discriminate against 
any applicant for employment based on race, color, religion, sex, sexual orientation, gender identity, national origin, age, marital status, 

genetic information, disability or protected veteran status. 

To apply to the position, please use the link below.  
https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=8beb3b
40-ca6b-4d43-bf80-f2dec8b14bfa&ccId=19000101_000001&type=MP&lang=en_US

Salary range: $42,000 - $52,000 

If you have any questions, please contact us at jobs.cfsri.org. 

Thank you!
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