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POSITION DESCRIPTION: 
The Donor Relations Manager is responsible for increasing funding from individual donors through donor 
cultivation and stewardship activities.   

KEY AREAS OF RESPONSIBILITY:  
Donor Relations: 
1. In consultation with the Executive Director and Development team, develops, implements, and 

adheres to an individual giving plan with quantifiable goals and objectives.  
2. Works actively with Development team on identified giving campaigns including direct mail, Give 

Big, Giving Tuesday, monthly giving, online giving, tributes and memorials, and workplace giving to 
advise about approaches to individual donors. 

3. Plans and manages all donor cultivation and stewardship events, for example: Friends events.   
4. Establishes and maintains relationships with new and assigned donors to effectively move these 

donors to greater giving.  
5. Participates in the execution and management of the Benevon Model. 
6. Makes oral presentations to supporters, effectively communicating project and organization goals, 

and promoting donors’ interest in Ryther. 
7. Identifies and qualifies potential major gift prospects and passes this information on to development 

personnel responsible for major gifts. 
 
General:  
1. Demonstrates a high degree of skill in communication and positive interaction with all Ryther 

employees, prospective employees, external agencies/companies, and the community at large. 
2. Participates in Ryther’s Fundraising Committee as requested. 
3. Documents donor moves including all cultivation, solicitation and stewardship activities in Donor 

Perfect. 
4. Performs all other duties as assigned. 
 
ESSENTIAL JOB REQUIREMENTS: 
1. A Bachelor’s degree and prior experience in donor relationship management at a not-for-profit.  
2. Commitment to the Vision, Values and Mission of the agency. 
3. Experience with giving campaigns, event planning or managing donors. 
4. Ability to engage, relate, and work well with others. 
5. Ability to exercise discretion and professionalism and maintain customer and employee confidentiality. 
6. Computer Proficiency (Word, Excel, Publisher, Power Point). 
7. Advanced grammar and literacy skills. 
8. Communicates clearly and effectively, both verbally and in writing. 
9. Ability to manage complex tasks and organize work efficiently to complete the tasks. 
10. Ability to concurrently work on multiple tasks. 
11. Ability to complete emergent assignments within the established time frame. 
12. Able and willing to work evenings and weekends as needed. 
 
SUPERVISOR: Executive Director / CEO 

If you are a person with a disability in need of reasonable accommodation to perform the essential 
functions and responsibilities related to your position, please notify your Program Director or the Senior 
Director of Operations as soon as possible. 
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I, ____________________________________________________________, have read this and 
understand this is my job description as an employee of Ryther. 

 

____________________________________________  ___________________________ 
Signature       Date 
 


