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Donor Relations Manager 

As an integral part of the fundraising team, the Donor Relations Manager will cultivate, steward, and expand 

the relationships between the organization and its donors at all levels, by providing extraordinary service to 

donors and exceeding expectations in the areas of maintaining and managing donor information. 

 

Responsibilities: 

 Review and record corporate, direct mail, telefunding, individual and event gifts and pledges, employer 

matching contributions and credit card billing daily 

 Process and mail pledge reminders, receipts and acknowledgments, and other donor communications 

as required; devising systems where necessary 

 Acknowledge all donations and pledges by written correspondence or other means 

 Provide excellent and timely customer service to external customers who request information 

including recent and past donations and other donor records 

 Maintain accurate and up-to-date donor contact and biographical information 

 Design and execute data integrity projects including returned mail, address updates, merge and 

inactivation processes 

 Fulfill data and reporting requests, including the production of donor lists, regular progress reports and 

extractions of data from the database for analytical purposes 

 Assist in gift reconciliation with the general ledger 

 Assist in donor cultivation and stewardship events as needs 

 

Qualifications: 

 Proficiency in Microsoft Office 

 Proficiency in or ability to learn and use Development solftware (including, but not limited to Archtics, 

Raiser’s Edge, Pledgemaker or Tessitura) 

 Cheerful, outgoing personality and great telephone “presence” 

 Proficiency in creating and editing documents using Word and Excel and utilizing Outlook for electronic 

mail communications 

 Excellent oral and written communication skills 

 Ability to gather, analyze and summarize information including numerical and financial data 

 Outstanding organizational skills and attention to detail 

 Ability to work as part of a team as well as independently 

 Commitment to maintaining confidentiality 

 

Education and Experience: 

 Bachelor’s Degree or equivalent experience. 

 


