
 
 
New Memphis is a not-for-profit organization committed to attracting, developing, activating and retaining talent in 
order to forge a more prosperous and vital new Memphis. 
 
Title: Donor Database and Donor Event Specialist 
 
This full-time position will report to the COO and work in support of New Memphis’ fundraising efforts through the 
activation of stewardship strategy, maintaining the fundraising data in Salesforce and supporting the planning and 
executive of New Memphis events.  
 
Areas of responsibility include: 
 Managing fundraising donor data records in Salesforce database, including meeting times, notes, stewardship 

actions and gift tracking (in-kind gifts, grants, funding requests, pledges and contributions from donors)  
 Providing general administrative support as needed such as addressing and mailing communications, 

processing donor and program payments through Salesforce, and invoicing donors 
 Researching funder prospects 
 Working closely with the Fundraising Manger and the team to analyze data and compile reports on current and 

prospective donors 
 Handling preparations for weekly fundraising team meetings 
 Assisting in the oversight of fundraising activities 
 Building donor lists in preparation for mailings, updating donor recognition (donor wall and newmemphis.org)  
 Ensuring acknowledgement letters are sent in a timely manner for both in-kind and standard donations 
 Tracking the delivery of event sponsorship benefits, tap team members to execute on specified stewardship 

tasks (live tweeting, taking photos, posting to Instagram and Facebook, creating signage, etc.) and preparing the 
post-event communication to thank sponsors for their support, share impact results and demonstrate delivery of 
benefits and activations  

 Working with the New Memphis accountant to audit donations 
 Planning and executing special stewardship touches and gifts as needed 
 Working with the event sponsorship liaisons to coordinate speaking opportunities, swag items, handouts, and 

other interactive engagements 
 Stewarding sponsors and prospective donors at each event 
 Inputting survey data into Excel to track attendee information and generate impact numbers 
 Researching and developing affordable activation ideas for events that are enticing to sponsors 
 Working with the Events Specialist to track in-kind and discounted event services and venues 
 Working with team to make asks for in-kind and donated items for events 
 Helping the Events Specialist generate yearly calendar and event descriptions that are enticing to sponsors 
 
Job Requirements 
 At least two years of relevant experience in fundraising and/or event planning 
 Outstanding organizational and follow up skills 
 Previous work with a database like Salesforces is preferred 
 Skilled in: Delivering excellence in a fast-paced environment, Managing multiple and competing priorities, 

Communicating professionally (written and verbal), Collaborating with a diverse staff team, Taking initiative and 
managing work with minimal oversight 

 Extended hours, including evening and weekend time 
 Excel, Outlook, PowerPoint, Word, Windows proficiency 
 Bachelor’s Degree 
 
Qualified applicants should send resume and cover letter to info@newmemphis.org by May 1, 2019. Excellent 
benefits include medical/dental/vision insurance; generous retirement contribution plan. We are looking to fill this 
position immediately. Only candidates selected for an interview will be contacted. No phone calls, please. 
 
New Memphis is an Equal Opportunity Employer and does not discriminate on the basis of race, ancestry, national 
origin, color, religion, gender, age, marital status, sexual orientation, disability or veteran status. 


