
Rocky Mountain Conservancy Position Description 

 

Position Title: Donor Services Manager 

Reports To: Executive Director 

Department: Donor Services 

Position Type: Exempt – Full Time – 40 hours a week 

Department Breakout: 100% Donor Services  

General Purpose:  

Position coordinates all aspects of the Donor Service Department. 

Essential Duties/Responsibilities 

1. Assists Executive Director and Philanthropy Officer with creation and 

implementation of annual development plan that incorporates appeals, campaigns, 

grants, social media, and special events. 

2. Works with committees and Philanthropy Officer to establish event budgets, 

assist with events preparation and implementation. 

3. Coordinate appeals and other donor communications. 

4. Performs database management with Raisers Edge to insure accurate, efficient 

data entry, donor record updates, and reporting. 

5. Provides accurate donor reports and tracking. 

6. Writes, prepares, and delivers timely donor gift acknowledgement.  

7. Manages donors under $5000 a year. 

8. Supports Philanthropy Officer as needed. 

9. Supports with grant writing, research, and tracking. 

 

Other Duties/Responsibilities 

 

1. Occasional Support development and other committees including reporting to and 

taking meeting minutes.  

2. Represents the organization at events as needed.  

3. Assists in managing the department’s content of the website. 

4. Assists the Donor Services staff as needed with data entry and donor gift 

acknowledgement during appeals and campaigns. 

5. Oversees RMNP license plate program management. 

6. Supports membership program. 

7. Manages legacy gifts. 

8. Trains all Raiser’s Edge users in accurate data entry. 

9. Answers the phone as needed in a professional and courteous manner. 

Supervisory Duties 

Oversees staff including: Donor Services Assistant, Donor Services Associate, 

Membership and Education Associate, and Communications/Social Media 

Manager/Coordinator. 

  



Job Qualifications 

Knowledge, Skill and Ability: This position requires the ability to provide excellent 

database management, communications, and management of a small staff. 

1. Strong listening and professional verbal communication skills are a must. 

2. Excellent written skills and knowledge of communications principles.  

3. A proven ability to work well with people is essential.  

4. Outstanding organizational skills and the ability to work in a multi-task 

environment with competing priorities with minimal supervision are essential.  

5. Ability to learn new computer programs. 

6. A love for National Parks and Forests, and other public lands is desirable. 

Computer Skills: 

Requires excellent, demonstrated working knowledge of current Microsoft Office 

applications. Raiser’s Edge database (or data entry and database management, donor-

based preferred) experience is desired. 

Education or Formal Training:  

Bachelor’s Degree preferred, additional professional training/certification is desirable.  

Experience:  

1. Demonstrated experience in donor services and events. 

2. Demonstrated experience with fundraising. 

3. Demonstrated writing experience. 

4. Proven data management experience and skills, preferably with a donor database 

such as Raiser’s Edge or Constant Contact. 

Material and Equipment Directly Used:  

The position requires the use of computerized equipment, printers, fax machines, copiers, 

telephones, post meter and other typical office equipment.  

Working Environment/Physical Activities:  

Some weekend and evening hours are required. Ability to sit for extended period of time 

required. Occasional travel in Colorado and nationally may be required. 

 

NOTE:  This job description is not intended to be an exhaustive list of all 

duties, responsibilities or qualifications associated with the job. 

 

 


