Justice &
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INTERNATIONAL

Donor Data & Relations Specialist

JOB DESCRIPTION
November 2025

The Donor Data & Relations Specialist plays a vital role in advancing the mission of Justice & Mercy

International by managing the accuracy, efficiency, and functionality of all donor-related systems and

data. While the primary focus of this position is on data management, reporting, and systems

administration, it also provides donor relations support to ensure timely acknowledgments and a

positive donor experience. The ideal candidate is detail-oriented, process-driven, and skilled at

maintaining complex information systems that enable JMI to steward donors with excellence.

Qualifications:

Experience working in a nonprofit or fundraising environment
Proficiency with donor management software

Strong analytical skills

Excellent verbal and written communication skills

Ability to manage multiple projects and meet deadlines
Understanding of philanthropic trends and donor motivations
Bachelor's degree in a related field

Minimum of 3 years of experience in donor data systems and relations role
Strong interpersonal skills

Attention to detail and organizational skills

Ability to work independently and as part of a team

Proficiency with Microsoft Office Suite

Adaptability and problem-solving skills

Willingness and ability to adhere to JMI’s policies and procedures

Clear criminal background check
Passion for taking the Gospel to the ends of the earth

Reports to: Chief Development Officer (CDO)

Status: Full-Time Employee



Key Responsibilities:

Donor Data Management & Systems Administration

Maintain accurate and up-to-date records across Salesforce, Reach, and other donor systems.
Ensure the integrity, consistency, and security of all donor and gift data.

Manage database automations, integrations, and process improvements to enhance efficiency.
Maintain and update donor segmentation, coding, and reporting structures.

Support the creation and documentation of database procedures, data standards, and internal
training materials.

Assign and manage Salesforce account ownership, and open tasks among the Development
team.

Reporting, Analytics & Insights

Generate and maintain reports and dashboards that track giving trends, donor retention, and
campaign performance.

Provide accurate donor lists, reports, and data for development strategies, communication
campaigns, events, and other department needs.

Analyze donor and financial data to identify trends, opportunities, and areas for improvement.
Analyze giving behavior to guide strategy. Work with CDO and Director of Strategic Partnerships
to implement and execute strategic development plans.

Donor Services & Stewardship Support

Track and coordinate thank-you letters, receipts, and donor touchpoints in collaboration with
CDO and Accounting Specialist.

Support personalized stewardship plans for major and recurring donors.

Respond to donor inquiries or route them to the appropriate team member with professionalism
and care.

Identify and assist in cultivating relationships with new potential donors.

Ensure donor interactions are accurately logged and reflected in Salesforce.

Prepare and distribute donor impact reports in partnership with the CDO and Communications
team.

Oversee and execute special in-house mailings in partnership with the CDO and Communications
team.

Other duties as assigned.

My signature below attests that | have read my job description, understand the requirements of the job,

and agree to fulfill its expectations.

Employee Signature Date



