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Job Title: Donor Care Specialist
Reports to: Director of Leaders in Giving/Major Gifts
Position Summary:
The Donor Care Specialist plays a key role in developing and implementing a comprehensive leadership giving (Leaders in Giving) program for Pikes Peak United Way.  Working with the Director of Leaders in Giving/Major Gifts, this individual coordinates efforts to identify, cultivate, solicit and steward gifts through direct mail, personal contact, workplace presentations, volunteer engagement and events.  The position manages the database for the Leaders in Giving program. 
Primary Job Responsibilities:
· Input and compile leadership giving information in the United Way database (Andar), ensuring the accuracy and integrity of the data.
· Develop and lead the annual direct mail fundraising campaign including strategies for system improvements; assist with cultivating and managing volunteers for annual appeal.
· Serve as an active prospect identifier, targeting potential donors for inclusion in the direct mail appeal and for personal contact; nurture and steward existing leadership donors.

· Working with the resource development team, make presentations to corporate employees.

· Cultivate and manage strong working relationships with volunteer committee leaders.
· Assist in managing the Women’s Leadership Council and other focused leadership fundraising committees. 
· Plan and coordinate donor recognition/appreciation events.
· Coordinate production of Leaders in Giving recognition publication in conjunction with resource development team and marketing/communications staff.  
· Prepare Leaders in Giving acknowledgement materials.

· Work cross-functionally with workplace campaign, finance, marketing/communications and community impact departments to ensure an integrated approach to achieving objectives.
· Attend and be an active participant at staff, council and committee meetings.
· Represent PPUW at community functions to establish relationships and create leads; act as an ambassador for philanthropy.

Education, Experience and Skills Desired:

· Bachelor degree in related field or equivalent combination of training and experience.

· Minimum 2-3 years of fundraising experience.

· Strong computer and analytical skills; familiarity with complex databases.
· Detail-oriented with strong organizational, analytical and planning skills. 
· Ability to interact comfortably, tactfully and effectively with diverse net worth individuals.

· Ability to lead and motivate volunteers.

· Excellent written, verbal and interpersonal communication skills; ability to listen is essential.

· Experience in event planning.

· Self-motivated, able to work independently and cooperatively.

· Position requires a high degree of professionalism, tact and diplomacy, and confidentiality.

· Commitment to PPUW mission and a passion for involving and engaging citizens in philanthropy.
To Apply:

Please submit cover letter and resume to Amy Dinofrio, VP of HR and Support Services, at hr@ppunitedway.org. 
Pikes Peak United Way is an Equal Opportunity Employer
Position is contingent on passing a pre-employment background check
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