
Database and Donor Stewardship Coordinator 

Serving those facing the impacts of poverty since 1970, East End Cooperative Ministry 
(EECM) is dedicated to helping the homeless, frail, chronically ill; the hungry; at-risk 
children and youth; and others in need throughout Pittsburgh. (Please see agency’s 
website, www.eecm.org) 

Nature and Scope 

EECM’s Development and Public Relations Department engages and connects with 
donors, utilizes traditional and new media outlets for promotion, better utilizes data and 
metrics to understand donors, trends, and strategy, and manages all social media. The 
goal of the Development and Public Relations department is to build key relationships 
that attract and maintain a strong donor and volunteer base, raise funds to support 
agency operations, understand EECM’s programmatic needs and goals, develop 
engaging communications, and position EECM as a leader in the community. 

The Database and Donor Stewardship Coordinator is a key part of this department. This 
position manages the donor database and stewardship cycle through timely, thoughtful, 
and effective print and electronic communications. 

Responsible for managing the donor database, this position conducts donor research, 
oversees all aspects of Raisers Edge data entry and data management, produces 
reports, analyzes metrics, manages the policies and procedures for data input while 
adhering to the highest standards of data integrity. The Database and Donor 
Stewardship Coordinator interfaces with the Finance team to reconcile monthly, ensure 
proper coding of gifts, and produce monthly reports, while also supporting individual 
donor stewardship by writing effective personal thank you letters, managing the 
production of the annual report, and other stewardship activities. This position supports 
solicitation activities, manages the data and mailing lists for solicitations, generates lists 
for mailings and emails, and must be comfortable soliciting gifts as needed. This role 
supports the Chief Executive Officer, reports to and supports the Director of 
Development and Public Relations, and the Grants Manager. A desire to learn about 
and grow within the fundraising and development industry is preferred. 

This is a part-time non-exempt position working 20-28 hours per week. $18-
$21/hr. 

Job Duties and Responsibilities 

 Under the direction of the Director of Development and Public Relations and in 
collaboration with the Grants Manager, create and manage a stewardship 
strategy for all annual donors and event donors, while providing support for 
portfolio managers in high-level major gifts stewardship. 

 Be the sole person to maintain Raisers Edge/ Raisers Edge NXT database and 
keep up-to-date on industry standards and the possibility of upgrading software. 



 Complete gift entry in Raisers Edge including tracking donations, creating new 
constituent profiles, updating constituent information, creating new tax receipt 
letters in the Raisers Edge software, understanding industry standards on soft 
credits vs. hard credits, and gift write-offs. 

 Produce acknowledgment letters for all monetary and in-kind donations. 
 Act as the liaison with the finance office to ensure proper gift coding, allocation, 

and monthly financial reconciliation. 
 Ability to keep track of Board giving in relation to fiscal years. 
 Research current and potential prospects; monitor the donor segmentation 

strategy to ensure effectiveness, produce reports on solicitation response rates. 
Apply solicitation coding to donor records. 

 Support the Director of Development and Public Relations in maintaining a 
database of media contacts, measuring web impressions, tracking media hits, 
and data collection. 

 Act as liaison between individual donors and agency, providing information about 
the agency and responding to information requests. 

 Manage details of annual fundraising plan, including but not limited to: writing 
appeal letters, Newsletter articles and emails, producing appeals, calling 
individual donors for solicitation and stewardship, and tracking necessary data to 
measure success and adapt plan as needed. 

 Generate Raisers Edge reports and translate that information to colleagues. 
 Create and maintain database policies and procedures. 
 Maintain bulk mail software (Raisers Edge Online Express and Mailchimp) and 

keep up-to-date on upgrades, etc.; keep up-to-date on mailing requirements, 
including attending mailing training sessions. 

 Assist other staff, as directed by supervisor. 
 Maintain EECM’s website and blog using Wix cloud-based web development 

software. 
 Keep in confidence all data/names/addresses/donation amounts, etc. 
 Attend all staff meetings and training sessions, as assigned. 

Qualifications 

 Experience managing Raisers Edge or other CRM donor software database with 
the ability to enter gifts, edit/update tables, manage and track campaigns and 
funds, update records, track and monitor appeals, pull reports and write queries 
and reports as needed. 

 Two to three (2-3) years working in a nonprofit, managing a CRM database. 
 Experience migrating from Network for Good to Raisers Edge Blackbaud 

Merchant Services highly preferred. 
 Experience blog writing, managing a Wix cloud-based website, and using Canva 

to create social media graphics highly preferred. 
 Experience with photography for social media preferred. (Nikon D3200) 
 Bachelor’s degree in related field and experience with successful fundraising 

campaigns, planning, cultivation, and stewardship of individual donors. 



 Clear, concise, and compelling written communication skills, especially as it 
pertains stewardship and social media materials. 

 Ability to understand development and fundraising budgets. 
 Willingness to learn and work as part of a small team. 
 Ability to work in a fast-paced environment and manage multiple deadlines. 
 High level of personal accountability and attention to detail. 
 Willingness to conduct personal solicitations as needed. 
 Excellent presentation skills, professional behavior, attitude and appearance. 
 Must be self-directed, focused, with strong problem-solving skills. 
 Must exhibit strong support of the agency’s mission along with the sensitivity of 

cultural and workplace harmony. 
 Demonstrated excellence in Microsoft Word, Excel, Outlook, and Sharepoint. 
 Excellent organizational skills. 
 Schedule flexibility. 
 Act 33 and 34 clearances 

Position will remain open until filled 

EECM is an equal opportunity employer 

Job Type: Part-time 

Salary: $18.00 - $21.00 per hour 

Benefits: 

 Employee assistance program 
 Paid time off 

Schedule: 

 Day shift 

Ability to commute/relocate: 

 Pittsburgh, PA 15206: Reliably commute or planning to relocate before starting 
work (Required) 

Experience: 

 MySQL: 1 year (Preferred) 
 Database administration: 1 year (Required) 
 Oracle: 1 year (Required) 

Work Location: One location 



 


