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POSITION: Development Database & Stewardship Coordinator 

REPORTS TO: VP of Development 

JOB TYPE: Full Time, Non-Exempt 

ABOUT BRENT’S PLACE 
Brent's Place—the primary program of the Brent Eley Foundation (BEF) — is a long-term home away from 
home for families who have a loved one with cancer or other life-threatening illnesses while they receive 
treatment at local hospitals, providing a place of hope and healing. In addition to Safe-Clean housing, we 
provide a variety of uniquely tailored programs and support for the entire family designed to help in the 
healing process. 

 

Who We Serve 
We serve families with a loved one (children and adults) receiving bone marrow transplants, long-term 
oncology treatments, experimental treatments, and a wide range of other long term-medical crises. We work 
with physicians and hospital social workers to determine who needs our services. 

 

Our Approach 
In providing a home away from home for our families we focus on four key areas: 

 Physical Well-Being – Brent’s Place is, above all, a Safe-Clean haven for families who are far from 
home seeking life-saving medical treatment. We are one of the only long-term housing options 
capable of supporting an entire family during the long treatment process. Because we believe that 
together is always better, Brent’s Place helps families stay together so that they may simply be 
together.

 Financial Security – Families staying at Brent's Place receive unlimited support, but never a bill. This 
allows them to focus on recovery and their family’s well-being rather than the steep cost of relocation, 
housing, and food. Reducing expenses during treatment has long-term benefits and enables families 
to return home with a greater sense of financial security.

 Psychological Well-Being – Patients and families fighting serious illness face significant emotional 
trauma. The programs at Brent’s Place are designed to help each resident cope with the stress and 
anxiety associated with their medical journey. This support allows residents to focus on self-care and 
healing and may even help serve as protection against future mental health crises.

 Family Life – A medical crisis has the power to break families apart, but Brent’s Place is here to protect 
them. We recognize that the continuation of everyday routines and family traditions provide stability 
for parents and children when their lives have been uprooted. We believe that offering families a 
warm and welcoming home away from home, as well as opportunities to create happy memories, 
builds love, trust, and resiliency. This foundation strengthens families during treatment - and for a 
lifetime.

 

Brent’s Place is a special family, who live by the values of compassion, integrity, respect, responsibility, and 
quality of life—we are looking for new team members to join us. If our mission and approach speaks to your 
heart, keep reading. 
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POSITION SUMMARY: 
The Development Database & Stewardship Coordinator is a member of the Development & Community 
Outreach team, which is responsible for identifying, engaging, and stewarding Brent’s Place donors, 
volunteers, and partners. Reporting directly to the VP of Development, while maintaining close collaboration 
with the Finance & Admin team, the Development Database & Stewardship Coordinator will ensure timely, 
accurate, and thorough gift processing and management of the Brent’s Place donor database, while 
contributing to the ongoing development and implementation of recognition and stewardship initiatives, and 
other development projects as needed. 

 
The Development Database & Stewardship Coordinator will oversee and maintain the DonorPerfect database, 
and serve as one of the organization’s primary interfaces with the service provider. As a member of a growing, 
vibrant and compassionate organization, this position represents an outstanding opportunity to impact the 
experience of families staying at Brent’s Place in a positive way. 

 
RESPONSIBILITIES INCLUDE: 

 Oversee management of the DonorPerfect database to ensure the accurate and timely processing and 
acknowledgement of gifts.

 Perform gift processing duties for all donations (not including accounting or financial processing), 
including entry into Donor Perfect, generating timely acknowledgement letters, and any necessary 
follow-up activity (e.g. matching gift processing, tribute and memorial notifications, etc.)

 In partnership with the Accounting Manager, perform monthly reconciliations between DonorPerfect 
gift records and QuickBooks accounting system.

 Maintain filing systems and organize overall informational resources to respond in a timely manner to 
external and internal requests for information (e.g. donor reports, tax receipts, etc.).

 Using analyses from donation data and trends, contribute to the development and implementation of 
strategies for engaging, cultivating, soliciting, upgrading, stewarding, recognizing, and retaining 
corporate, individual, and major gift donors.

 Oversee the implementation of select donor recognition programs.

 Contribute to strategies to re-engage and renew lapsed donors.

 Collaborate with the VP of Development and Director of Marketing & Community Outreach to 
establish the milestones and goals for the Annual Fund Campaign based on historic performance and 
emerging opportunities.

 Manage the fulfillment of the Paul & Doris Eley Society, made up of our $1,000+ donors, including 
ensuring appropriate recognition.

 Conduct donor outreach, as needed, for tribute and memorial gifts and monthly giving donors.

 Collaborate with team members on list segmentation for key donor communications, including the 
annual financial report and other target publications, as needed.

 Respond to requests for donor reports, mailing/distribution lists, etc., based on specified criteria 
(geographic, giving levels, etc.).

 Ensure timely, thorough and accurate entry of donor engagement activities in DonorPerfect database, 
and design and prepare reports for the team to assess and analyze progress.

 Represent Brent’s Place at external networking functions and community gatherings, as needed.

 Attend development team planning meetings and development department meetings.
 Collaborate with the development team to achieve clearly-articulated goals, both individually and as a 

team.
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WHAT WE VALUE FOR THIS ROLE: 

 Bachelor’s degree or equivalent work professional experience.

 3-4 years’ experience in resource development or customer service environment.

 Proven ability to operate and maximize functionality of a CRM (i.e. DonorPerfect, Raiser’s Edge, etc.). 
Proficiency with the DonorPerfect system is preferred.

 Knowledge of key fundraising principles.

 Experience working with, integrating, and optimizing online tools such as Constant Contact, Classy, 
etc.

 Strong working knowledge of Microsoft Office Suite.

 Exceptional communication and presentation skills.
 Experience in successfully networking, communicating, and engaging a diverse constituency. Must be 

comfortable working independently in a wide range of social and business settings.

 Strong organizational, administration, telephone, and interpersonal communication skills.

 Professional demeanor, flexible, and ability to respond to multiple demands.
 Must possess reliable personal transportation and be approved by an insurance carrier to drive a 

personal vehicle.

 Some nights and weekends required.

 Ability to occasionally lift in excess of 25 pounds.

WORK ENVIRONMENT AND SCHEDULE 
Our work environment is dynamic just by the nature of our work with families in medical crisis. No one day 
looks the same as another, as we respond, support, and care for our families. The environment requires high 
emotional energy and ranges from joyful to heartbreaking; exhilarating to exhausting; detailed oriented to 
broad support for our community. We are a compassionate team who work seamlessly together to support 
our families and care for one another. We understand that as our organization grows so too must our team, 
and we are dedicated to providing individual growth and development opportunities for all team members. 

 

This position will require working some evenings, periodic weekends, and occasional holidays in order to meet 
the needs of our families. Grounded in our “Quality of Life” core value, we offer a flexible work schedule to 
help accommodate these requirements. 

 

COMPENSATION AND BENEFITS 
The Development Database & Stewardship Coordinator position is a salaried full-time position with an annual 
salary range of $43,000-$48,000. Compensation will be commensurate with experience and qualifications. A 
comprehensive benefits package including vacation, sick leave, holidays, health (medical, dental, vision, 
cancer), supplemental (disability/accident) and life insurance, and retirement plan contribution is available. 
While we are willing to consider candidates outside of Colorado, we are unable to provide a relocation 
package for this position. 

 
DIVERSITY, EQUITY, & INCLUSION 
The Brent Eley Foundation is committed to creating a diverse environment and is proud to be an equal 
opportunity employer. All qualified applicants will receive consideration for employment without regard to 
race, color, religion, gender, gender identity or expression, sexual orientation, national origin, genetics, 
disability, age, or veteran status. 
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OUR APPLICATION PROCESS 
We are excited that you are interested in joining our team. Please share the following information with us: 

 Cover letter (1-page) or less than five minute video that addresses these three questions:
1. Why do you want to join the Brent’s Place team? 

2. Share an example of how you have lived a Brent’s Place value at work? 
3. Tell us about your ideal team. 

 Resume or LinkedIn profile
A complete application—which includes cover letter or video as outlined— is required for consideration for 
this position. Incomplete applications will be discarded without review. Please send this information via email 
with the subject line, Development Database & Stewardship Coordinator, to jobs@brentsplace.org. 

 
We know that the job searches can be stressful, especially if you don’t understand the process. So here is 
what you can expect: 

 We are accepting applications for this position until April 18th, and you will receive 
acknowledgement of receipt of your application.

 Applications will be reviewed on a rolling basis until the deadline.
 Every candidate will be notified of their status by April 23rd.
 Top 5-8 candidates will receive a brief 15–30 minute phone interview the week of April 26th.
 2-3 finalists will be notified by April 30th and asked to provide references.
 Finalists will be invited for additional interviews with the team during the week of May 3rd.
 Our goal is to make an offer by May 10th.

 
Thank you again for your interest in joining the Brent’s Place team. We look forward to getting to know 
you through our application process. 
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