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Full-time Donor Analyst Position

Purpose
The donor analyst is responsible for receiving, processing and receipting all donations to Sunday

Breakfast Mission through existing processes. This includes using a check scanner and manual entry. The
donor analyst also plays a key role in answering questions for donors regarding their recent gifts,
correcting database errors on the donor file, and updating changes. The Donor Analyst will provide
reports from the database to aide development staff in daily activities and senior staff in the decision-

making process.

Qualifications

e Born-again believer in Christ, in word and example

e Proficiency in Microsoft Office Suite, particularly Outlook & Excel

e Experience working with databases and using report builders (Currently using Bloomerang CRM and
various platforms for check and credit card processing))

e Strong written and oral communication skills

e Comfort working with basic HTML and website Content Management Systems (CMS)

e Superb attention to detail

Responsibilities

e Accurately process donations and posting to donor records:
o For incoming mail - from the time to the mail is opened to preparation for check deposit
o For on online gifts — login to various online platforms and process transactions

e Produce donor receipts

e Maintain donor database with up-to-date and accurate information

e Be the primary inbound contact for donors with questions regarding their gifts and accounts

e Provide support to development staff, accounting, and executive director as needed through data

reporting
e  Work in tandem with other Donor Analysts
e Report directly to the Projects & Development Director

e Perform other duties as assigned by the Chief Executive Officer
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