
JOB TITLE: Donor Relationship Specialist  STATUS: REG/ FT N-506 
REPORTS TO: VP of Advancement        SCHEDULE: Mon – Fri  
 DEPT:              Advancement                          DATE:  October 2016  
 

Springs Rescue Mission considers every position one of ministry and a vital and valued part of our 
team.  Therefore, it is essential that all employees of SRM have a personal relationship with Jesus 
Christ and subscribe to our Statement of Faith and Core Values. Additionally, employees are required 
to lead and/or participate in bible study, prayer, and devotions. 

 
SUMMARY OF POSITION: 
 
The Donor Relationship Specialist provides office administration, donor service, and development 
support of Springs Rescue Mission’s Vice President and Advancement team.  This position creates an 
ideal donor experience through effective communication, high touch relationships and maintains 
effective connections with SRM staff as well as external partners and donors.  

 DUTIES & RESPONSIBILITIES: 

Office Administration 

 Sets appointments and schedules and proactively anticipates and forecasts needs for 

Advancement and manages the Vice President’s calendar eliminating scheduling conflicts.  

 Serves as the department’s point person; Handles and directs calls and requests; Receives and 
distributes mail;   liason within Advancement team and across SRM departments  

 Handles logistics for meetings and events for the Advancement team; reservations, 
accomodations, and catering   

 Prepares materials and presentations, handouts, agenda, takes notes, communciate action 
items and follows up on action items to verify completion 

 Gathers research, updating the donor database and assists with donor development projects 

 and events 

 Facitlitates information flow within team and responsible for drafting and sending out 

communication on behalf  of the VP and team 

 Prepares reports and materials for appointments and meetings 
 Submits POs (expenses) for the Advancement team’s leadership 

 Attends Advancement meetings and records action items 

 Coordinates  and lead volunteer engagement 

 Other administrative support as needed 

 

 

 

 

 

 



Donor Service and Development 

 Provides research to promote informed and efficient development work 

 Updates prospect and client data records and assists with direct mail programs, planning 

events, and makes follow-up phone calls to set or confirm appointments. 

 Contacts donors and/or prospective donors to set or confirm appointments, invite them to a 

face to face meeting or event and follow up when needed to provide ideal service. 

 Prepares reports or collateral for scheduled appointments and scheduling systematic contact 

activities 

 Coordinates and plan events when necessary 

 Provides timely responses to donor inquiries  

 Collaborates with VP of Advancements and prepares marketing materials and plan donor 

events    

 
QUALIFICATIONS: 

 Maintains a personal relationship with Jesus Christ and is a constant witness.  Christ-centered 

and compassionate attitude in dealing with people including the homeless and faithfully 

upholds and exemplifies SRM’s Statement of Faith 

 Serves  as an advocate for the homeless and raising  awareness of the needs, and concern, for 

the addicted, and those in poverty; engaging  others within one’s influence to greater 

involvement and effectiveness on behalf of this population in Colorado Springs.  

 Professional, courteous and efficient 

 Strong customer service skills; able to fully, clearly, and personably address inquiries, provide 

information and engage donors, 

 Able and willing to accurately receive, record and direct inquiries 

 Proven organizational skills and attention to detail. 

 Good verbal and written communication skills.  Appropriate grammar for composing business 

correspondence and editing collateral materials 

 Initiative and ability to act in the VP’s absence, make judgment calls and problem-solving. 

 Must be capable of maintaining confidentiality with discretion. 

 
EDUCATION/EXPERIENCE: 

  Education: High School Diploma; Associates preferred. 

 Experience: Four - six years  administrative assistance experience preferred. 

 Certifications/Licensing: N/A 

 Other Required Skills: Previous  volunteer experience and/or knowledge of SRM preferred 
Strong personal computer skills.  Ability to understand software and correspond by using available 
software, such as Microsoft Office internet and Email 

 



 
WORKING CONDITIONS/PHYSICAL FACTORS: 
  Occasionally = 1%-33%; Frequently = 34%-66%; Continuously = 67%-100% 
 Able to climb stairs on a daily basis – occasionally 
 Interaction with a variety of people, including homeless 
 
EQUIPMENT/TOOLS USED: 
 - Phone  - Computer  
 - Copier 
 
 
 


