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POSITION SUMMARY 
Processes complex donor transactions, ensuring accurate data entry of contributions and donor 

information into the Raiser’s Edge database as well as timely and appropriate acknowledgement of gifts. 

Responds to donor inquiries, including gift transactions and mailing requests. Supports the Philanthropy 

team with database reporting needs, data management, and data requests from the database. 

 

 
Second Harvest Food Bank (SHFB) believes that each employee makes a significant contribution to the 
success of the company; that contribution should not be limited by the work identified assigned tasks, 
and overall responsibilities. Each employee is expected to offer his/her talents, expertise, and services 
whenever necessary to ensure the achievement of company goals.   
 
ACCOUNTABILITIES 

 Manages and processes complex donor transactions. 

 Manages the daily lockbox process and reviews lockbox documents for communication from donors. 

 Ensures entry of all contributions is accurate and donors are acknowledged in a timely manner. 

 Completes the processing, editing, printing, and mailing of acknowledgement letters to donors, and 
tribute cards to honorees. 

 Supports the Development and Donor Services Supervisor with organizational data requests, data 
management, and reporting needs. 

 Ensures the integrity of data in the database; serves as a resource to staff regarding the database. 

 Completes all other necessary functions to ensure the Raiser’s Edge database efficiently and 
effectively supports Philanthropy operations and activities. 

 Maintains accurate files which are easily accessible to the Philanthropy and Finance departments. 

 Completes all routine duties as assigned with extreme attention to detail. 

 Secures volunteers as needed to assist with tasks; monitors volunteers’ work flow and progress. 

 Communicates information as needed with staff members in a timely manner. 

 Proactively seeks to assist team members with projects that require additional support. 

 Participates in meetings and committees as appropriate. 

 Complies with all SHFB policies and procedures. 

 Maintains a professional, positive, and courteous demeanor. 

 Performs other duties as assigned to meet company needs. 
 

 
QUALIFICATIONS  
 
Education:  High school graduate or equivalent 

Reports To: Development and Donor Services Supervisor 

Supervisory Responsibilities? No 

FLSA Classification Non-Exempt 

Work Status Part-Time 

Effective Date August 2012 

Revision Date(s) July 2015 
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Experience:  Proven experience in consistently meeting deadlines and goals, as well as extraordinary 
attention to detail. Non-profit or Raiser’s Edge database experience a plus. 
 
Skills and Capabilities 
The ideal candidate will possess many of these professional and personal abilities and attributes: 

 Intermediate computer skills especially in Microsoft Office. Raiser’s Edge database experience 
preferred. 

 Ability to efficiently and accurately process large volumes of information within a specified period of 
time. 

 Capable of managing multiple complex tasks effectively and timely. 

 Adept at prioritizing and managing daily work flow to meet goals and deadlines. 

 Highly organized with attention to detail. 

 Strong communicator and creative thinker; able to communicate effectively with diverse groups. 

 Ability to interface well with all departments within the company. 

 Knowledge of basic fundraising principles and techniques.    

 Ability to build rapport with donors, volunteers, and the general public with diplomacy, discretion, 
and customer-service orientation. 

 Ability to work well in a team-oriented, goals-driven environment that emphasizes a friendly culture 
and ownership of work responsibilities.   
 

Allowable Substitutions: Combination of education, experience, and/or training that provides the 
required knowledge and skills for the position may be may be considered in lieu of education and/or 
experience at the company’s discretion.  
   

 
WORK ENVIRONMENT 
 
The physical demands and work environment characteristics described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
This position operates primarily in an office which is situated in a warehouse (food bank). The work area 

has high lighting levels, is temperature controlled, and has limited potential for hazards. Sitting at a desk 

for long periods of time and extensive computer work with frequent interruptions is the norm. Vision 

abilities required include close vision and the ability to adjust focus. Some travel for overnight trainings 

may be required sporadically. With forklift traffic in the facility and product stacked and stored 

throughout, this position requires someone who is mobile and who can watch for traffic and normal 

hazards of a warehouse environment. On occasion, warehouse and/or kitchen duties may be necessary 

as well as responding to issues outside of normal working hours (e.g., disaster response, community 

events, etc.). Pushing, pulling, lifting, and/or carrying objects up to 25 pounds may be required.  
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By signing below, I acknowledge that I have read and understand this job description. 
 
__________________________________________________________   

Employee’s Printed Name       
 
__________________________________________________________  __________________ 

Employee’s Signature      Date  
 
 
The above statements are intended to describe the general nature and level of work performed by employees assigned to this job. They 

are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills. This job description does not constitute an 

employment agreement/contract between SHFB and the employee and is subject to change as the needs of the company and 

requirements of the job change.  


