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MID-SOUTH

FOOD
BAN K

FEEDING THE NEED




Position:
Donor Relations Coordinator
Hours:
  
8:00 A.M. – 5:30 P.M. Mon.—Thurs; 8:00 A.M. – Noon Fri.

General Description/Position Summary

The Donor Relations Coordinator is an important member of the Development team by providing correct, timely, personalized, strategic acknowledgement and communication to Mid-South Food Bank donors and prospects while ensuring the quality of Mid-South Food Bank’s donor data.  The coordinator supports the organization’s overall engagement plan as an investment in broadening its donor base and commitment to long-term donor stewardship. 
Responsibilities
Cultivation and Stewardship (gift entry and acknowledgement, outreach)
· Implement and enhance the processing of financial contributions from receipt through deposit including entry into fundraising database, generation of thank you letters and appropriate records, new donor welcome packets, etc. 

· Document donor stewardship activity by entering notes, attributes and actions including appeals, gifts, campaign and special event activities and biographical information, etc. in Results Plus as needed 
· Assure that donor interaction reports are completed and entered

· Create query lists, database reports and other data pulls as needed for the direct mail and other fundraising and marketing programs
· Respond to donor requests for information relating to how to make a tribute gift, issues with donating online, need for duplicate tax receipts or thank you letters and other such issues

· Support Development cultivation and stewardship events as needed
Administrative

· Ensure data integrity through timely updates and enhancement of the constituent records 

· Ensure the division of duties re: opening checks, completing deposits and delivery of deposits to the CFO.

· Execute development mailings, such as honorariums and memorials, targeted donor mailings, holiday card orders and other donor solicitations

· Reconcile development database with QuickBooks GL monthly

· Perform regular records clean-up and data maintenance procedures 

· Recommend updates to Results Plus policies and procedures manual as needed

General

· Maintain positive interpersonal relationships with community representatives, volunteers, Mid-South Food Bank management and staff.  

· Other duties as assigned.

Qualifications

· Bachelors Degree or equivalent work experience

· Experience using CRM database preferred; ability to learn Food Bank fundraising software program required
· Demonstrated ability to manage priorities, including long term and immediate deadlines

· A high degree of personal initiative to anticipate needs and solve problems

· Computer literacy including intermediate to advanced knowledge of Microsoft Office especially MS Excel & Word
· Comfort using the Internet as a professional resource 

· Willingness to learn new applications as needed

· Strong interpersonal skills

· Ability to maintain confidentiality
· Ability to work with minimal supervision

· Acceptance of philosophy of food banking
Reports to: 
Senior Manager, Development
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