
Christian Reformed Church in North America (CRCNA)

Christian Reformed World Relief Committee (CRWRC)

POSITION DESCRIPTION
Position Title: 

Donor Relations Associate
Department:

Constituency Relations Team (CORE)

Reports To: 

Donor Relations Manager (Canada)
FLSA Status: 

Half (50%) time, non-exempt
Salary Level:

TBD


PURPOSE
Increase support for CRWRC by supporting donors in the donor development program and implementing a program for mid-range donors. 

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Assure personalized appreciation to mid-range donors through phone calls, notes, personal visits and other means 
2. Be the informative voice for telephone calls related to designated gifts and donations 
3. Enter donor information into the donor contact system and run reports as needed/requested 
4. Research and provide donors with reports and stories which will increase their understanding and support for CRWRC, mostly from internal sources 
5. Promote planned giving in collaboration with Christian Stewardship Services 
6. Send regular reports to donors of approved over and above projects 
7. Execute donor acquisition activities and fundraising events 

QUALIFICATIONS

The requirements listed below are representative of the knowledge, skill, and/or ability desired.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. Committed to Christ and able to recognize this position as one that contributes to the work of God’s Kingdom
2. Ability to articulate CRWRC’s mission, vision, values and programs and communicate enthusiasm for the ministry of CRWRC
3. Ability to speak easily and positively with people over the phone, express ideas clearly and listen with sensitivity
4. Demonstrated experience in a wide range of computer programs, including data management
5. Cooperative demeanour; flexible and adaptable team player that can collaborate well
6. Disciplined, self-motivated work style, ability to work with limited direction and stay on task without daily supervision
7. Well developed organizational skills, and ability to set priorities in a multi-task context
8. Demonstrated written communication skills with a thorough knowledge of organization, structure, grammar, punctuation and spelling
EDUCATION AND/OR EXPERIENCE

1.   At least a community college diploma 

2.   At least 2 years office work experience or experience in sales
3.   Work experience in fund raising and donor relations preferred
4.   Knowledge of CRWRC and exposure to international community development and disaster response is an asset

5.   Well developed computer skills

PHYSICAL DEMANDS
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.  Travel within Southern Ontario and the USA will be required for occasional meetings, which may involve overnight stays.

WORK ENVIRONMENT

The work environment characteristics described here are representative to those an employee encounters while performing the essential functions of this job.  
