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Position Title: Part-Time Donor Relations Coordinator 
FLSA Status: Non-Exempt 
Pay Range: $23-$25 per hour 
Reports to: Individual Giving Director  
Last Updated: August 2026 

Our mission is to alleviate hunger in Southeast Nebraska. 

 

 

 

 

Position Summary: Our mission is to alleviate hunger in Southeast Nebraska. We will take steps to nourish 
our communities and find hunger solutions driven by our Core Values and the belief that all perspectives have 
value, and every person deserves respect, dignity and compassion. We will act in ways that welcome diverse 
experiences and opinions. We will seek equity for all and especially for groups disproportionately affected by 
food insecurity and systemic causes of poverty. 

Essential Job Functions: 
• Maintain accurate donor records in a CRM/database such as Bloomerang and assist with all aspects of 

stewardship, including no-mail requests.  
• Respond to donor questions and requests.  
• Oversee, print, and prepare donor Thank You letters, which may include bulk mailing preparation. 
• Work with volunteers to get Thank You letters out in a timely fashion. 
• Help identify meaningful work for front office volunteers.  
• Work with Front Office Specialist to ensure we have coverage – phone and greeting – in reception 

area. 
• Assist with general reception duties, including answering the multi-line telephone and directing calls.  
• Reconcile cash receipts, including credit card transactions with the Finance Dept on a daily, weekly, 

and monthly basis. 
• Assist with donor research and analysis and manage such tasks as Donor Suppression lists for 

Feeding America. 
• Assist with annual audit reports and provide accurate income detail from database.    
• Other duties as assigned.  

Required Qualifications: 

• Strong computer skills, including proficiency in Microsoft Word and Excel.   
• Familiarity with database entry. 

Preferred Talents: 
• Team player who maintains professional approach during stressful times. 
• Good communicator. 
• Accurate, especially in the realm of data entry. 
• Good organizational skills. 
• Capable of performing a variety of duties from day to day and being willing to help others in a pinch. 

 
Physical Demands: 
The physical demands 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 

Our Core Values are:  

Collaboration   •   Compassion   •   Diversity   •   Education   •   Responsibility 
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individuals with disabilities to perform the essential functions. While performing the duties of this job, the 
employee is regularly required to stand, walk, use hands to handle or feel, reach with hands or arms, climb or 
balance, stoop, kneel, crouch, or crawl, and talk or hear. The employee must regularly lift and/or move up to 50 
pounds. The employee must be able to present to groups of various sizes and operate available organization-
owned vehicles or make reasonable alternative accommodations.  
 
Working Environment: 
While performing the duties of this job, the employee may be exposed to inside and outside weather 
conditions. The noise level in the work environment is consistent with a normal office environment. 
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