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Job Title: Donor Relations Associate

Reports To: Vice President of Development & Donor Relations

Status: Full-Time, Exempt

Position Summary

The Donor Relations Associate is responsible for coordinating fund tracking and conducting targeted outreach 
and events that build the grantmaking, stewardship, and community leadership functions of the Foundation by 
performing the following duties.

Key Responsibilities

Database Management

• Works with Vice President of Development & Donor Relations and Director of Development to develop 
and maintain donor tracking and moves management. 

• Ensures proper uploads into database post-meetings and post-events along with relevant news articles or 
other special notes.

Donor Relations & Fund Support

• Manages donor recognition and benefits in coordination with the Director of Development (for example: 
Corporate Partners Program). 

• Ensures proper listing in communication materials, invitations, websites, in office and redemption of 
promised benefits. 

• Supports donor portal setup and maintenance. 
• Works with the Vice President for Development & Donor Relations and the rest of the Development 

& Donor Relations Team to support Fund specific activities: scheduling committee meetings, custom 
mailings, donor lists, and special events. 
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Fiduciary Responsibilities

• Works with Director of Development for event-related budget tracking for various funds and programs of
the Foundation including Envision, NextGen, Guess Who’s Coming to Dinner, and Piñon Awards.

Office Management

• Assists colleagues as needed to help maintain office appearance, answer the phones, greet guests, and
prepare meeting rooms.

Event Coordination

• Works with the Director of Development on event planning and logistics including room setup,
reservations, decorations, entertainment, ordering food, and marketing.

• Maintains close relationships with vendors and venues. Assists with issuing invoices and collecting
payments.

Administrative Duties

• Provides administrative support to the Vice President of Development & Donor Relations as needed.
• Prepares agendas and participates in weekly meetings with Development & Donor Relations Team.
• Prepares grant applications for committees and follows up with grantees as needed.
• Performs broad support to the Development & Donor Relations Team as needed, including prospect 

research, running reports, and assisting with mailings.

Job Requirements

Bachelor’s degree (B. A. / B. S.), or two to three years related experience.

Knowledge, Skills, and Other Abilities

• High commitment to integrity, professionalism, and personalized service.
• An affinity for philanthropy, the role of nonprofits in strengthening communities, and a commitment to

equity, diversity, and the power of social change.
• Ability to prioritize and efficiently manage multiple deadlines and tasks.
• Demonstrated keen attention to detail.
• Ability to work in a demanding environment where the demands and directions of the work are often

changing.
• Ability to work outside standard hours as needed, including occasional evenings and weekends.
• Ability to apply common sense understanding to conduct instructions furnished in written, oral, or
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diagram form. 
• Ability to problem solve and navigate competing interests.

Preferred Qualifications

The ideal individual will have the ability to exercise good judgement in a variety of situations, strong written and 
verbal communication, technical knowledge, administrative and organizational skills, and ability to maintain a 
realistic balance among multiple priorities. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.

Communication Skills 

• Strong written and verbal communication skills.
• Ability to prepare routine reports, emails, and other necessary correspondence. 
• Ability to speak effectively before a wide variety of stakeholders, including donors, nonprofit employees, 

or affiliates, and more.
• Ability to effectively present information and respond to questions from donors, grantees, vendors, and 

the public.

Computer Skills

To perform this job successfully, an individual should be proficient in the use of office technology and information 
systems, including:

• Microsoft Word, Excel, Outlook, and Powerpoint
• Experience with Website CMS management, WordPress preferred 
• Experience with Donor databases Raiser’s Edge and Foundant highly desired
• Adobe Acrobat

Working Conditions

This is an in-person position, with standard hours Monday through Friday. Work may require weekends and/or 
extended workday.

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 individuals with 
disabilities to perform the essential functions.
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• While performing the duties of this job, the employee is regularly required to stand, walk, sit, use hands, 
reach with hands and arms, and talk or hear. Occasionally required to climb or balance, stoop, kneel, 
crouch or crawl, and lift/or move up to thirty pounds. 

• Requires the ability to sit and work at a desk for several hours at a time.
• Punctuality and satisfactory attendance are essential functions of the job.
• Requires the ability to travel and attend meetings, presentations, and events outside the office, which may 

require occasional use of a motor vehicle for transportation to other locations. 
• Due to the nature of external appointments and/or responsibilities requiring travel to locations not easily 

accessible by public transportation, driving is an essential job responsibility for this position.

Company Benefits

The Santa Fe Community Foundation offers a highly competitive salary, 401(K), medical, dental, vision, and life 
insurance, PTO, and a generous number of company holidays.

About the Santa Fe Community Foundation

Founded in 1981, the Santa Fe Community Foundation inspires philanthropic generosity, strengthens nonprofits, 
and fosters positive change to build a more vibrant, healthy, and resilient region. We envision a thriving northern 
New Mexico, where all people can find opportunity, build connections, and contribute to the well-being of their 
communities. Learn more about the Foundation by visiting SantaFeCF.org/About

How to Apply

We are looking for top talent: people who want to use their abilities to make a lasting difference. If that is you, 
please send a cover letter explaining your interest in the Donor Relations Associate position and what you would 
bring to the Santa Fe Community Foundation. We ask that you send your cover letter and resume via email to 
careers@santafecf.org or by filling out the application form on our website. No calls please. 

Application deadline: Open until filled.

The Santa Fe Community Foundation is an equal opportunity employer committed to valuing diversity and practicing 

inclusion. We actively seek and encourage applications from minorities, women, and people with disabilities.

http://SantaFeCF.org/About

