TEXAS GIRLS & BOYS RANCH
JOB DESCRIPTION
POSITION TITLE
· Donor Relations Coordinator
DEPARTMENT
· Advancement
JOB CLASSIFICATION
· Non-Exempt/Full or Part-time
POSITION PURPOSE
· The Donor Relations Coordinator will be responsible for the cultivation and solicitation of individual, company, and foundation gifts, along with executing the strategy for a comprehensive annual giving program that encompasses community engagement, grant applications, and special solicitation campaigns. The Donor Relations Coordinator will enter daily deposits into the TxGBR donor database and ensure timely receipting and reporting for each donation. The Donor Relations Coordinator may also be required to handle other community-related communications and attend meetings and functions in the community in order to promote awareness and seek prospective donors.
REQUIREMENTS
· High School diploma or GED
· Knowledge of basic fundraising techniques and strategies
· Strong communication skills; ability to make presentations and speak in public settings, ability to write clear, structured, articulate, and persuasive content for grant applications
· Attention to detail
· Must be a self-starter
· Experience and ability to work in a deadline-driven environment
· Ability to work well in a team environment, handle multiple assignments, and meet deadlines
· Ability to monitor and meet donation and grant goals
GENERAL RESPONSIBILITIES
· Have a general understanding of Texas Girls & Boys Ranch history and programs in order to promote the work and mission of the organization
· Attend meetings and functions in the community in order to promote awareness and seek prospective donors
· Develop research profiles for prospective donors such as individuals, businesses, local, state, and federal governments, as well as foundations to evaluate potential for donations and grants
· Develop and implement strategies for donor engagement and retention, including personalized communication plans for different donor segments
· Maintain accurate and comprehensive donor records in a database, ensuring confidentiality and compliance with data protection regulations
· Receipt and report on donations on a daily basis
· Respond to phone inquiries regarding gifts to TxGBR and needs of donors
· Attend functions in the community to promote Texas Girls & Boys Ranch
· Prepare, submit, and manage grant proposals to foundations and other sources
· Maintain current records in a database or hard copy form including grant tracking and reporting
· Compile necessary information for complying with reporting requirements for corporate/foundation funders on awarded grant funds and ensure those reports are submitted in a timely manner
· Assist with other Advancement activities as requested
OTHER
· Demonstrate to fellow employees, residents, donors, and all others, cultural sensitivity regarding ethnicity, race, and/or social and economic standing
· Perform as an active team member of the Texas Girls & Boys Ranch family
· Work to improve the environment, programs, and the united spirit that provides for the welfare of the residents of Texas Girls & Boys Ranch
· Attend mandatory performance quality improvement training (PQI) and be a part of the PQI process
· Participate in ongoing professional advancement to improve skills and abilities in fundraising and other work-related areas
· Support and promote the vision, mission, and policies of Texas Girls & Boys Ranch in all areas of activities
· Perform additional duties as requested by the Director of Advancement
ORGANIZATIONAL RELATIONSHIP
· The Donor Relations Coordinator reports to the Director of Advancement
· In the absence of the Director of Advancement, the Donor Relations Coordinator will report to the President
· Job descriptions updated upon new hire and annually as needed
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