
Harbor Humane Society  
Job Description 

Title:   Donor Engagement and Events Manager  
Reports To:  Director of Marketing and Strategic Initiatives  
Supervises:  Development/Event Volunteers 
Status:   Full Time, Exempt 
Starting Salary Range: $40k-42.5k (determined by experience)   
 

 
 
Position Summary: 
The Donor Engagement and Events Manager is responsible for managing the fundraising and donor activities to 
raise awareness and financial support for Harbor Humane Society. In essence, this position helps to tell the story 
of the animals at Harbor Humane Society to our community and beyond to continue to bring in significant funds 
and support for the animals in need. This position is accountable for the identification, cultivation, solicitation, 
and stewardship of donors through personal contact, direct mail and newsletter campaigns, fundraising and 
awareness events, planned giving, monthly giving, matching gifts, solicitation of corporate gifts, donor 
acknowledgment, and management of donor records. The Donor Engagement and Events Manager  
serves as a member of the leadership team, working with the executive director and all directors, supervisors, 
and managers, sharing financial reports, and providing overall input, suggestions, and recommendations.  
 
Duties and Responsibilities: 
 

Donor Relations 
- Plays an integral role in managing and developing benefactors and major gift campaigns including 

identifying and soliciting new potential donors and planned giving prospects. 
- Works closely with Executive Director (ED) and Director of Marketing and Strategic Initiatives (DMSI)  

on design concepts for direct mail; helping to oversee scheduling and production of direct mail 
solicitation as well as helping to evaluate and selecting donor lists and acquisitions lists for 
solicitation.  

- Act as a representative in the community and works with individual donors as appropriate. 
- Oversees and monitors donor database; ensures that donors’ gifts are properly recorded and 

acknowledged. This includes administrative duties such as entering checks, printing and mailing 
receipts, etc. 

- Works with ED and DSMI to create donor recognition and appreciation programs, coordinate donor 
appreciation, and special events. 

- Oversees and supports established giving programs such as kennel sponsorship program, monthly 
giving program, bank routes, and estate planning program. 
 

Events 
- Works in collaboration with ED, DMSI, and event committee members to plan and execute signature 

fundraising events.  
- Works with the DMSI/Program Manager to create, plan, and solicit annual corporate sponsorships 

for HHS events and programs.  
- Works with the DMSI/Program Manager to design and implement opportunities or programs 

specifically for the corporate or business communities to become more involved with HHS.  



- Develops, manages, and executes community events/3rd party fundraisers in collaboration with the 
team. 
 

Communications  
- Assists with the creation of specific newsletters and communications as needed. 
- Assists with website to make sure it is appealing, accurate, and up to date.  
- Assists in keeping social media outlets timely, accurate, and engaging.  
- Maintains working knowledge of animal welfare issues, issues pertaining to HHS and animal 

sheltering, and programs at HHS. 
 

 
-  

Qualifications: 

• Associates or Bachelors degree in related field preferred and/or equivalent experience. 

• Knowledge, skills, and abilities sufficient to carry out the above responsibilities. 

• Strong writing and oral communication skills as well as strong publishing and editing abilities. 

• Public event planning and coordination experience  

• Excellent organizational, communication, public speaking, and interpersonal skills. 

• Proficient in MS Office programs. 

• Highly motivated and a self-starter who possesses the ability to multitask and operate in a fast-paced 
environment. 

• Deal positively with other departments and members of the public. 

• Ability to work and maintain a positive attitude under high stress situations. 

• Commitment to Harbor Humane Society’s mission and values. 

• Knowledge of animal welfare issues a plus.  
 

Working Conditions: 
The successful applicant must have the ability to work in a fast-paced, noisy environment with frequent 
interruptions.   Work schedule may require occasional evenings, weekends, and holidays. Position is classified 
“exempt.”   There is an option to work remotely for part of the week as projects allow. Speaking, hearing, seeing 
and manual dexterity are required.  The physical demands of the position include sitting, walking, and long 
periods of standing.  Consistent exposure to animals when on-site.  
 
Candidates will be required to submit to a criminal record check.  Open investigations for, or convictions related 
to, certain offenses may prevent the applicant from being hired.   
 
The above statements are intended to describe the general nature and level of the work being performed by 
people assigned this position.  They are not to be construed as an exhaustive list of job duties performed by 
personnel so employed.  
 


