
	  

Mount Washington Observatory – Job Description 

Position:  Donor Relations Coordinator 

Updated:  June 22, 2015 

Type:   Salaried – Hired by Director of Advancement & Membership 

Reports to:  Director of Advancement & Membership 

General Responsibilities 
The	  Donor	  Relations	  Coordinator	  will	  create,	  manage	  and	  execute	  assorted	  advancement	  projects	  as	  requested	  by	  the	  
Director	  of	  Advancement	  &	  Membership.	  He/She	  utilizes sophisticated constituent relationship management software 
(Raiser’s Edge) to manage relationships with hundreds of donors and prospects. He/She is responsible for entry of all 
charitable gifts to MWO and reconciling Advancement financials with the Finance department. The Donor Relations 
Coordinator will implement a comprehensive annual giving program that will increase participation and financial 
support to MWO. This will include: direct mail, email and online giving, phone calls, collaboration on social media 
campaigns and acknowledgement of all donations. As a key member of the Advancement Team, the Donor Relations 
Coordinator is responsible for keeping an accurate and reliable database. 	  
 
 
Essential Tasks 

§ Become an expert user of Raiser’s Edge, maintaining accurate, detailed records of all donor interactions; 
running reports; creating, importing and exporting mailing lists; performing mail merges; and performing 
other tasks related to the maintenance and use of this software 

§ Process all charitable gifts 
§ Implement annual giving campaign using mail, email, phone and social media in accordance to annual goals 
§ Collaborate with Finance on reconciliation matters between Raiser’s Edge and Quickbooks 
§ Implement plans to increase the percentage of donors who take advantage of corporate matching gift 

programs 
§ Foster positive and enduring relationships that produce reciprocal benefits 
§ Coordinate donor cultivation events, including living room events 
§ Execution of membership, annual giving and acknowledgement mailings 
§ Communicate with members, donors and prospective donors by phone, email and written correspondence 

about membership, philanthropic opportunities, benefits and legacy giving 
§ Nurture a culture of philanthropy among staff and trustees and ensure that building donor relationships 

enters into all Advancement decisions 
§ Demonstrate empathetic disposition and convey sensitivity to needs of the donors 
§ Support and participate in MWO fundraising events 
§ Other duties and special projects as assigned 

 
Education and Experience 
The Donor Relations Coordinator should possess a Bachelor’s Degree and a minimum three years of non-profit 
experience. CRM database software experience a plus.  
 
Knowledge, Skills, and Abilities 

§ Strong writing, editing and verbal communication skills 
§ Proven	  effectiveness	  for	  administrative	  detail	  and	  customer	  service 
§ Proficiency in or ability to master use of CRM database software, utilizing online webinars and other self-led 

training resources 



§ Total proficiency in MS Office Suite, including Word, Excel, PowerPoint and Outlook 
§ Knowledge of development/fundraising concepts and appropriate solicitation techniques 
§ Attention to detail 
§ Well-honed organizational skills, willingness and ability to manage multiple concurrent projects with minimal 

supervision and work collaboratively as a member of the MWO team. 
§ Detail-‐oriented,	  well	  organized,	  focused	  and	  goal-‐oriented,	  with	  a	  high	  level	  of	  initiative	  and	  energy 
§ Ability to have a personal stake in the financial success of the Observatory by meeting deadlines and achieving 

goals 
§ Ability to maintain relationships with significant and influential individuals 
§ Ability	  to	  think	  strategically 
§ Ability to maintain high level of confidentiality and adhere to the highest ethical standards.  

 
Work Environment 
This position is based at MWO’s administrative offices above the Weather Discovery Center science museum in 
downtown North Conway, NH. The typical work week is Monday-Friday, 9AM to 5PM, but events and other obligations 
require that the Donor Relations Coordinator has the flexibility to work odd hours from time to time, including 
overnight visits to the summit. Trips to the summit often involve traveling in cold, windy, wet extreme weather. The 
Donor Relations Coordinator should be in good physical condition and able to perform self-rescue at any time on 
Mount Washington.  
 
Salary 
The duties and tasks listed above are for a salaried, full time (40 hours per week), exempt from overtime, position.  
 
Benefits 
This position qualifies for the standard benefits package for full-time employees. Current employee benefits include 
generous paid time off, health and dental insurance, short and long-term disability insurance, a retirement plan after 
two years of service, and complimentary skiing and health club privileges.  
 
Hire/Fire Responsibility 
This position does not have hire/fire responsibility  
 
Employment at Will 
This job description does not constitute an employment agreement between MWO and employee and is subject to 
change by MWO as the needs of the employer and requirements of the job change.  
 
 
	  

	  


