‘ THE CLIBURN Job Description

Job Title Donor Relations Associate Department | Donor Relations
Status Exempt, Full-time Reports to Director of Donor Relations

General Description

The Donor Relations Associate plays a key role in advancing the Cliburn’s mission by supporting fundraising events
and cultivating meaningful donor engagement. This role focuses on planning donor-centered events and
thoughtfully connecting supporters to volunteer opportunities across the Cliburn. The ideal candidate is
relationship-oriented, highly organized, and enthusiastic about building donor relationships.

Responsibilities

Events

e Assist in the planning, coordination, and execution of a portfolio of signature events (gala, fall
fundraiser, keyboard circle, opening dinner, closing party, volunteer party, donor prospect private home
events, VCAC, board meetings/events, etc.).

e Assist with event logistics such as vendor coordination, invitations, RSVPs, and guest communications.

e Assist with obtaining event materials from the communications department.

e Ensure donors are recognized at the event in accordance with commitments.

e Assist with day-of set up and tear down.

e Ensure a positive donor experience before, during, and after each event.

e Maintain accurate event budgets. Ensure all vendor commitments and payment forms are submitted
timely to the finance department. Ensure all event pledges are invoiced and collected timely.

e Document all event elements for future reference and maintain accurate event files.

Fundraising and Donor Engagement
e Help sell tickets, tables, and other fundraising event revenue opportunities to prospects.
e Help maintain accurate donor and volunteer records in Raiser’s Edge (CRM system).
e Research donors and giving history for the director of donor relations.
e Engage donors and attendees at events and network within the community to build awareness.
e Assist with matching volunteers with appropriate opportunities in collaboration with department heads.
e Facilitate warm handoffs of volunteers to relevant department head.
e Track donor and volunteer interest and engagement activities using Raiser’s Edge.

General Support

e Provide administrative support to the director of donor relations.

e Attend Cliburn programs and events as scheduled.

e Maintain a community presence to forge new relationships.

e Adhere to the highest ethical standards; demonstrate empathetic disposition and perseverance; reflect
optimistic and positive attitude, and convey sensitivity to needs of donors.

e Enthusiastic commitment and willingness to participate above and beyond enumerated job
responsibilities alongside all staff working to achieve the Cliburn’s mission.

Education, Experience, and Attributes

e Bachelor’s degree required e Self-motivated and directed
e Familiarity with Raiser’s Edge or other CRM e Strong organizational skills and attention to detail
e Fundraising and/or volunteer experience with high degree of accuracy
preferred e Ability to prioritize conflicting demands and multiple
e Driver’s license valid in the state of Texas projects, meeting deadlines in a fast-paced
required environment
e Trustworthiness and ability to handle e Flexible; ability to problem solve and adapt to
confidential materials and situations changes quickly and with grace

*** Accountable = Consistent = Self-Regulated = Punctual = Collaborative * Committed to the Cliburn’s Mission ***
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