
 
 

 
 

Position Description 
 

POSITIONTLE:  Donor Relations Coordinator 
REPORTS TO:  Director of Advancement Operations 
SUPERVISES: Student Workers 
 
POSITION SUMMARY 
 
Develop and implement a comprehensive stewardship and donor recognition program that enhances 
the donor experience and ensures gifts are used in a timely and appropriate manner.    
 
ESSENTIAL FUNCTIONS 

 
1. Develop and implement timely, meaningful, and motivating gift acknowledgements for 

donors at all levels. 
2. Coordination of presidential and campus leadership acknowledgments, supporting the 

President’s Office and campus leadership with ongoing donor information to assist with the 
acknowledgment process. 

3. Ensure gift agreements and supporting documents are filed and recorded appropriately to 
ensure donor intent is honored. 

4. Develop and manage donor stewardship materials, annual impact reports, invitations, 
holiday and birthday cards, etc. 

5. Production of accurate, creative written reports in a variety of media to keep donors at all 
levels informed, engaged, and to demonstrate that gifts are honoring donor intent.  

6. Maintain a portfolio of compelling stories that can be leveraged to illustrate donor impact 
(student stories, donor profiles, program success, etc.) 

7. Provide opportunities for donors to see their gifts in action-department tours, meeting with 
faculty, staff or students who are benefitting from gifts.  

8. Maintain accurate rosters for donor recognition societies and develop communications and 
programming to recognize donors. 

9. Serve as lead for the BSU Honors Gala and coordinate Scholarship Appreciation event(s) to 
connect donors with their recipients. 

10. Cultivate and manage a portfolio of individual stewardship prospects. 
 
Scholarship Management 

1. Manage scholarship application process through Award Management software including 
inputting scholarship criteria and promoting available scholarships to eligible students. 

2. Collaborate with Admissions, Financial Aid, and Departments to ensure scholarships are 
awarded in a timely fashion and honoring donor intent. 

3. Ensure that scholarship donors receive appropriate student thank-you letters. 
 

 



 
 

 
REQUIREMENTS 
 

1. Belief and commitment to the mission, vision, values and goals of the University and the 
Foundation. 

2. Education:  Bachelor’s degree required.  
3. Experience:  Two or more years of experience in donor relations, development, 

marketing/communications, or similar. 
4. Proficiency in database management systems, preference for Raiser’s Edge experience. 
5. Strong written and verbal communications skills. 
6. Self-starter with enthusiasm and strong organizational skills. 
7. The ability to establish effective working relationships with internal personnel and external 

constituents. 
8. Demonstrated competence in program and event planning. 
9. A passion for continued professional development. 

 
 


