
 

 
 
 
Job Description 
The University of Nevada, Reno is recruiting for a Donor Relations Writer. This position supports 
the University’s philanthropic goals by creating compelling communications to aid in the 
cultivation, education, solicitation and stewardship of donors; researches, writes and edits 
stories and articles for internal and external publications and digital media; develops story 
ideas, creates fresh and innovative copy and information, produces tailored donor 
acknowledgements, gift agreements and donor reports, writes impact stories and articles about 
donors and gifts, conducts research pertinent to writing assignments, and supports 
development activities;  works closely with the DAR staff and the campus community to 
produce a high volume of timely stewardship and development materials.   
  
Required Qualifications 
Bachelor’s Degree and two years of experience or a Master’s Degree and one year of 
comparable professional experience. 
  
Preferred Qualifications 
Experience with website and social media content management, relational database, graphic 
design (Adobe) 
Knowledge of web accessibility requirements under the Americas with Disabilities Act (ADA) 
Proficiency in use of a personal computer and current software applications including but not 
limited to Microsoft Office Suite (Word, Access, Excel, PowerPoint, and email) 
  
Compensation Grade 
B 
Salary 
Salary is competitive and commensurate with education and related experience 
Salary Schedules 
  
Department Information 
Donor relations is a comprehensive effort to ensure that donors experience high-quality 
interactions with the University that foster long-term engagement and investment. The 
department supports the division-wide goals of Development and Alumni Relations, and is 
responsible for donor correspondence and acknowledgements, endowment and scholarship 
reporting, gift agreements, giving website (https://www.unr.edu/giving-to-nevada) and donor 
recognition, for Nevada Silver & Blue magazine, social media and e-newsletters.   
 

https://www.unr.edu/hr/compensation-evaluation/compensation/salary-schedules
https://www.unr.edu/giving-to-nevada


Total Compensation  
The total compensation package includes a negotiable competitive salary, moving allowance (if 
applicable), a rich retirement plan, health insurance options that include dental and vision, life 
insurance, long-term disability, annual and sick leave, along with many other benefits.  
Additionally, there is a grant-in-aid educational benefit for faculty and dependents.  For more 
information, please visit: UNR Benefits 
 
Faculty Dual Career Assistance Program  
The University of Nevada, Reno recognizes the importance of addressing dual-career couples’ 
professional needs. We offer a dual career assistance program to newly hired faculty 
spouses/partners that provides resources and assists them to identify career opportunities in 
Northern Nevada. Dual Career Assistance Program 
 
Contact Information for this position 
Search Chair – Keiko Weil, kweil@unr.edu 
Search Coordinator – Mary Ann Aguila, maguila@unr.edu 
 
Exempt 
Yes 
Full-Time Equivalent 
100.0% 
 
Required Attachment(s) 
Please attach the following documents to the Resume/CV section of your application: 
Resume 
Cover letter  
Writing Sample 
Contact information for three professional references 
Please write a brief statement (one page maximum) about how you would contribute toward 
our mission of creating a culturally inclusive environment in the role for which you are applying. 
Please write a short paragraph of no more than 250 words on why you love to work on books. 
  
This posting is open until filled 
Qualified individuals are encouraged to apply immediately.  This job posting will close without 
notice when a sufficient number of applications are received or a hiring decision has been 
made. 
 
Click here to apply: https://nshe.wd1.myworkdayjobs.com/UNR-external/job/University-of-Nevada-
Reno---Main-Campus/Communications-Writer--Specialist_R0119977 
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