
 
 
JOB TITLE: Donor Relations Coordinator  

 

REPORTS TO: Director of Development 

 

OVERVIEW: The Donor Relations Coordinator is a full-time position at Indian River Habitat for Humanity 

(IRHFH). Reporting to and working in close cooperation with the Director of Development, the Donor 

Relations Coordinator serves as IRHFH’s manager, primary user, and knowledge expert of the agency’s 

Raiser’s Edge donor database system, as well as the agency’s event auction software, OneCause. The 

position is responsible for ensuring the integrity and efficiency of these systems, to include accurately 

processing gifts, maintaining and updating records, writing queries, generating financial and analysis 

reports, creating mailing lists, as well as setting up and monitoring event web pages using OneCause 

software. In addition, and as a member of the Development team, the Donor Relations Coordinator 

participates in volunteer engagement activity and provides support in planning for, executing fundraising, 

and other events.  

 

SPECIFIC DUTIES: 

 Develop a thorough understanding of the goals, mission, philosophy and policies of IRHFH.  

 Record, acknowledge, file and report all contributions in a consistent and timely manner. 

 Maintain accurate, up-to-date donor and contribution records. 

 Design or modify and implement gift processing workflow. 

 Build and run unique queries, exports, and analysis reports.  

 Pull, and circulate mailing lists and coordinate mail merges for all solicitations. 

 Provide training and support to colleagues and staff as needed. 

 Manage user and security settings, and integrate measures to prevent bad entries. 

 Monthly, work with Finance to reconcile gifts and other contributions.   

 Develop and maintain resources to support donor stewardship efforts. 

 Other duties as assigned by the Director of Development and/or President/CEO. 

 

QUALIFICATIONS: 

 Strong commitment and calling to Habitat’s mission and philosophy of Christian outreach. 

 Bachelor’s degree or equivalent experience. 

 Previous non-profit organization work experience, preferred. 

 Database management; experience with Raiser’s Edge, preferred. 

 Microsoft Office Suite. 

 

SKILLS AND ABILITIES: 

 Well-developed administration and organization skills. 

 Detail oriented; keen attention to accuracy. 

 Analytical and strategic thinking, as well as problem-solving abilities. 

 A quick learner; technologically savvy.  

 Good people and communication skills; ability to relate well to others. 

 Team player; a willingness to cooperate and work together toward the common good. 

 Mathematics. 

 

 
This notice is written pursuant to the Equal Employment Opportunity Order at Executive Order 11246, as amended, and 

the implementing regulations at 41 CRF 60.  All qualified applicants will receive consideration for employment without 

regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability or status as a protected 

veteran. 


