Donor Relations & Data Coordinator
Job Description


Communities In Schools Charlotte-Mecklenburg
Position: Donor Relations & Data Associate 
   

Location: Charlotte, NC     

Department: Development 
	General

Function:

	Provides overall management and accountability for donor-related data, documentation, tracking, and oversight of database including accuracy, timeliness and management of donor records and donations. Conducts donor research and coordinates reporting functionality (while working closely with the VP of Advancement) for confidential, often donor- or agency-sensitive information, all fundraising and financial-related data, as well as manage donor analyses; responsible for defining, maintaining and promoting best practice data input, application and adoption for effective database usage among Development Office staff.  Will be responsible for certain tier donor relations strategies and tactics including cultivation, stewardship, fulfilling donor requests, and sustaining donor and community partner support and engagement. This position will also be an integral part of various other fundraising and annual campaign efforts.   


	Principal

Activities:



	  Data Management and Analysis 

· Manage data entry and donor records, ensuring accuracy, timeliness, and consistency for inputting data into donor software system, Raiser’s Edge; analyze and manage data for assessments, trend reporting, and revenue growth projections.
· Responsible for collecting, monitoring and accurately entering various financial and in-kind donation-related data into donor software system; responsible for acting upon that information with donors and community partners using independent judgment as well as interacting with other various interested parties as/when appropriate; includes researching, building and maintaining profile records as well as setting up Action Tracks.
·   Responsible for donor data entry for notes/cultivation, actions/appeals/constituency

coding and subsequent ongoing maintenance and tracking.
· Responsible and accountable for gift acknowledgements, tax receipts, and online credit card donations and reporting including merchant services relationship, audit controls and periodic reconciliation processes with Development grants Specialist and/or Finance Manager.
· Responsible for working with VP to pull various query reporting, donation trend analysis, and ad-hoc reporting in preparation for board of directors and other leadership meetings, at times representing sensitive or privileged information.
· Respond to donor inquiries concerning gift history, receipts and other documentation.
· Responsible for providing routine maintenance and clean-up of donor database and executing address/mail clean-up protocols including National Change of Address (NCOA) procedures on a quarterly basis.
Fundraising/Development
· Manage specific and coordinate other fundraising administrative, stewardship and cultivation activities, as needed, particularly focused on individual/family foundation donors.
· Support team execution of various other components and activities of annual campaign and lead related updates to Raiser’s Edge.
· Monitor documentation of CIS partnership involvement in Raiser’s Edge.
· Maintain and execute appropriate cultivation and engagement techniques with constituencies using independent judgment and support other donor prospect follow-up communications as needed (verbal/telephone and written/letter communication)
· Conduct and/or lead and represent CIS in community engagements such as workplace United Way campaigns, fairs, etc. as needed/requested by VP. 


	Know How:
	· Bachelor's Degree in fields related to Client Relationship Management, Resource Development, Marketing, Business, or other related area 

· Minimum of two (2) years of donor cultivation and database management experience, and community partnership or client relationship management experience   

· Must be self motivated, well organized, detail oriented, and able to effectively work independently and within a team framework
· Must be computer literate in using Microsoft Office, particularly Excel and PowerPoint
· Must have an exceptional ability to build and maintain relationships and foster a spirit of collaboration with internal staff/team members and external donors, partners, Board members, and volunteers 

· Strong interpersonal communication skills required, as well as a high level skill in written and verbal communication.
· Must be decisive and responsive to all stakeholders
· Proficiency with Raiser’s Edge donor software required (minimum 2 years active usage)
Special Requirements: 

Person(s) well qualified for this role will possess the following skills: 

· Sensitivity and ability to appreciate points of view of personnel within the schools, other agencies/organizations, diverse donors or constituencies, and volunteers, including a keen awareness of their needs and goals and how to build collaborative support based upon fundamental CIS principles. 

· Ability to perceive CIS project needs and proactively contribute to execution and end goals
· Ability to be flexible and adaptable in a work environment often filled with ambiguous situations

· Ability to manage time, paperwork, and multiple tasks concurrently and efficiently

· Ability to manage and work with people effectively
· Use of personal vehicle for travel with valid State Driver’s License, clean motor vehicle record, and car insurance 
If Interested in this position, please forward your resume and cover letter to Carolyn Rockett @ Communities In Schools by e-mail or fax: cishr@cischarlotte.org or 888-428-6525
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