
Term-Limited 

Donor Engagement Coordinator 

 

 

 

Play a vital role promoting the work of the Coalition on Homelessness in the community! Engage with 

donors, partners, members, and our neighbors throughout Seattle and King County to help us grow.  

 

The Coalition on Homelessness works collaboratively to ensure safety and survival for people while 

they are homeless, and end the crisis of homelessness in our region. We are a coordinating force on 

budget and policy decisions that directly affect the lives and futures of people who are homeless and 

shape the community we all live in.  

 

This temporary, half-time position will provide an extra boost to our capacity during a busy fundraising 

season, supporting the Operations Manager and Executive Director in the areas of communications, 

fundraising and development, and office support. This person will help ensure that we accurately track 

fundraising and development activities and will play a key role in making our fall fundraiser a success. 

Additionally, this person will assist with drafting and mailing newsletters, fundraising materials, and 

donor acknowledgment letters, and will help to develop relationships with sponsors and business 

partners. General office tasks and data entry will also be a part of this role. 

 

The ideal candidate will have experience working in an office and, ideally, for a small nonprofit 

organization. Skills in multi-tasking and time management are important, as is the ability to prioritize 

tasks. You should be comfortable working on a computer and doing data entry, and comfortable 

making and answering phone calls. Experience with Salesforce or other CRM systems is highly desired, 

as is experience in development or donor/customer engagement.  

 

This position will last through January 31, 2019 and may be extended depending on funding and 

workload.  

 

This temporary, hourly, non-exempt position reports to the Operations Manager. 

 

Primary Areas of Work 

 

• Fundraising/Development and Communications: 

o Participate in planning and implementation of our fall fundraising event on September 

22, 2018 – please ensure availability that evening from at least 5pm-8pm 

o Help develop and mail fundraising materials, donor acknowledgment letters, and 

other printed materials 

o Contact local businesses regarding sponsorship and partnership opportunities, and 

build relationships with existing sponsors and partners 

o Engage with donors, sponsors, partners, and members of the community through 

phone calls, emails, letters, and in-person meetings to build relationships and promote 

the Coalition’s work 

• Office and Team Support 

o Enter donation data into Salesforce database and file documentation with a focus on 

accuracy and timeliness 



o Create reports to support grant writing and tracking of fundraising activities 

o Complete other tasks as required 

 

Knowledge, Skills, & Abilities 

 

• Strong verbal and written communication skills, including comfort with making telephone calls 

• Comfort engaging and quickly building relationships with donors or customers 

• Solid computer competency including experience with Microsoft Office programs. CRM 

database (preferable Salesforce) experience desired 

• Fundraising or development experience desired 

• Quick learner 

• Able to work independently with limited direction 

• Excellent attention to detail 

• Ability to be flexible and adapt to changing needs in a fast-paced work environment 

• Experience with or desire to learn about working in a small nonprofit organization 

 

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. 

 

• Talk and hear on a regular basis 

• Stand, walk, use hands to finger, handle, or feel, type, and reach with hands and arms 

• Ability to occasionally lift office products and supplies up to 20 pounds 

• Work takes place in an office environment where long periods of sitting, working on a 

computer, walking to various work areas, going up and down stairs, and standing are 

required. 

 

Work Environment 

 

The Coalition is a small team of enthusiastic, hard-working, and often very busy people. It’s a fast-

paced environment with little down-time outside of scheduled breaks, but where staff enjoy each 

other’s company and take time to build a supportive and inclusive culture.  

 

The Coalition’s office is located on the third floor of a building without access to an elevator. The 

noise level in this shared work space is normal.  

 

This position is not eligible for remote work, and a standard schedule will be set based on the 

employee’s other activities and availability, with some flexibility available to accommodate other 

commitments. 

 

Pay and Benefits 

 

Pay Rate: $17/hr (Temporary, Non-Exempt), paid twice per month 

 

This temporary, part-time position includes the following benefits: 

• ORCA Card for use on public transportation 



• Prorated health, vision, and dental benefits available through the Coalition’s plan (also 

available as a pay increase in lieu of benefits) 

• Prorated Paid Time Off and Holidays 

 

How to Apply 

 

To apply, email the following to operations@homelessinfo.org with Donor Engagement Assistant in 

the subject line: 

• Current resume highlighting relevant experience and skills  

• A cover letter describing why you are applying for this position and how your previous 

experience qualifies you for this role  

• Your preferred start date if hired  

 

Resumes will be reviewed as they are received, with preference given to applications received by 

August 20, 2018; we will accept applications until the position is filled. Please note that we will only 

review resumes and evaluate candidates whose cover letters are responsive to the position 

qualifications. Attachments in .pdf format preferred. 

 

Equal Opportunity Employment 

 

The Coalition on Homelessness is committed to a policy of equal employment opportunity; treats all 

employees and applicants equally without regard to race, color, creed, religion, sex, sexual 

orientation, gender identity, age, national origin, citizenship, veteran or marital status, sensory, 

physical or mental disability and all other groups protected by law; and promotes diversity in its 

workforce. 
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