Premier Community HealthCare Group, Inc.
Job Description: 

Job Title: 		Manager, Donor Relations
Department: 		Administration
Reports To: 		Chief Development and Communications Officer
FLSA Status: 	Exempt
Prepared Date:	04/2021		Revised:  
Approved By: 	Jen Lineburg, CHRO

JOB SUMMARY: The Donor Relations Manager is responsible for strategic cultivation, stewardship and donor engagement strategies to enhance, grow and maximize fundraising effectiveness. The primary focus of this position is to lead the annual giving campaign including developing and maintaining corporate and individual relationships, increasing the effectiveness of volunteer engagement and increasing contributions. This position is also responsible for managing a portfolio of individual and corporate donors and following up to secure annual gift renewals.
ESSENTIAL DUTIES & RESPONSIBILITIES
· Leads the development of the annual giving campaign to secure individual, foundation and corporate funding for health center initiatives, programs and services. 
· Partners with Chief Development and Communications Officer to build strategic plan and set direction towards achieving annual fundraising goals and drive participation. 
· Develops and maintains strong relationships across the community and within Premier Community HealthCare.
· Researches and partners with companies that have social responsibility and/or workplace giving objectives that align with charitable giving.
· Secures funds outside of annual campaigns through sponsorships, in-kind donations, event and projects for health center initiatives. 
· Tracks portfolio of individual and corporate prospects/donors through moves management and prepares donor reports.
· Builds and manage prospect and contact lists for potential and current donors.
· Maintains profiles with relevant details related to activities. Analyze donor giving patterns to increase donor retention and produces weekly top donor reports.
· Tracks pledges and monthly gifts to ensure continuity.
· Assist with individual donor stewardship including developing managing communication efforts and activities via in-person, phone, email and virtual platforms.
· Develop and prepare data for the annual report and other reporting methods to convey the impact of fundraising and health center services. 
· Leading logistics for fundraising events, donor cultivation events and annual fundraisers.
· Maintains current understanding of community challenges, health center goals and initiatives to effectively communicate to donors and at community events.
· Develops event timelines and checklists using digital resources (ex. Outlook, Monday.com, etc.).
· Support all health center communication strategies.
· Attend internal and external meetings, community events and related activities as directed.
· Performs other duties related to resource development as needed. 
SUPERVISORY RESPONSIBILITIES: None
GENERAL DEVELOPMENT:
1. Maintains a professional relationship and positive attitude with donors, co-workers, community partners, and patients. 
2. Maintains the highest degree of professionalism and work ethics.
3. Displays enthusiasm toward the work, mission and vision of the organization. 
4. Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

QUALIFICATIONS:
· Bachelor’s Degree in Business, Marketing, Communications or related field.
· Demonstrated leadership experience.
· 5 years’ experience working or volunteering) with a 501 (c)(3) non-profit, development/fundraising, sales, community outreach, special events or a related field. 
 
PROFESSIONAL KNOWLEDGE, SKILLS AND ABILITIES:
· Exceptional Customer Service.
· Ability to build quick rapport and establish trust.
· Ability to communicate effectively, verbally and in writing with multiple levels within the organization.
· Exceptional communication skills, strategic thinking and experience with proven fund development techniques. 
· Strong organizational, time management, communication and writing skills. 


KNOWLEDGE:
· Good understanding of private philanthropy and the fundamentals of nonprofit resource development. 
· Project management methodologies and techniques for community engagement. 

ABILITY:

· Build and maintain professional working relationships internally and externally.
· Process and comprehend information rapidly and accurately.
· Ability to handle multiple projects with attention to detail and accuracy while adhering to deadlines. 
· High degree of comfort working with technology, from database management to social media and MS Office applications. 
· Exercise good judgement and discretion while handling confidential and financial information. 
· Able to perform repetitive tasks. 

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS: 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
1. Ability to lift 20 lbs. regularly and 30 lbs.-50 lbs. occasionally.
2. Ability to sit for long periods of time. 
3. Direct exposure to computer screen.
4. May be exposed to contagious/infectious diseases. 

This job description in no way states or implies that these are the only duties to be performed by the employee(s) serving in this position. Employee(s) will be required to follow any other job-related instructions and to perform any job-related duties requested by any person authorized to give instructions or assignments.

I have received and read a copy of my job description and fully understand the requirements. 
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