
 
Community Volunteers in Medicine - JOB DESCRIPTION 
 

 
Title:  Donor Relations Specialist  
Department:  Development   
Reports to:  Vice President, Development  
FLSA Status:  Exempt 
Date:  July 7, 2022  
______________________________________________________________________________ 
 
Job Summary:  As an integral part of the Development team, the Donor Relations Specialist 
assists with cultivating, stewarding, and growing the relationships between CVIM and its 
donors at all levels. This position is responsible for implementing and managing a 
comprehensive stewardship program that illustrates to donors the impact of their giving. 
The Donor Relations Specialist is also responsible for providing planning and logistical 
support for all donor-related events and for managing the prospect pipeline. 
 
Essential Duties and Responsibilities: 
 Serve as an integral member of the Development team, working closely with staff,  

Board, and Committee members to achieve fundraising goals. 
 Lead all fundraising and stewardship event planning and management from 

conception to execution.  The calendar currently includes 2-4 events per year 
plus monthly small scale events. 

 Drive collaborative planning and lead the execution of CVIM’s donor 
stewardship and recognition strategies including multiple giving societies. 

 Proactively support the cultivation and stewardship activities of the Development 
Office by recommending, assisting with, and coordinating individualized needs for 
donors according to their relationship to CVIM. 

 Draft customized donor proposals, personal acknowledgments, e-mail 
communications, and stewardship letters. 

 Create and implement outreach programs to targeted prospective donor audiences, 
such as student alumni, young professionals, volunteers and former volunteers. 

 Assist the Vice President for Development and the Director of Development with 
regular major gifts team strategy meetings, including pipeline report 
preparation. 

 Utilizing the database, support relationship, action, and opportunity tracking for 
the major gifts team. Support related donor meeting preparation, including the 
creation of donor profiles, strategy summaries, and collateral materials. 

 Support donor relationship management by conducting prospect/donor 
research, preparing capacity/affinity reports, evaluating prospects, and ensuring 
prospects are moved through the pipeline from qualification to cultivation, 
solicitation, and stewardship. 

 Serve as back-up to Development Database Coordinator for gift processing and 
department reporting needs. 

Qualifications 



 Two to four years development experience, ideally with a focus on individual fundraising. 
 Demonstrated success with event management, preferably in a non-profit setting. 
 Highly collaborative style and cultural competence to work with all constituent groups, 

including staff, Board members, volunteers, donors, and vendors. 
 Commitment to discretion in dealing with donor information. 
 Strong written and communication skills; ability to present information effectively. 
 Experience managing simultaneous projects and deadlines along with a demonstrated 

ability to initiate and follow through on projects. 
 Strong computer skills including proficiency with relational databases. Understanding of 

Donor Perfect will be helpful. 
 Bachelor’s degree strongly preferred.  Equivalent experience will be considered. 

 
 

About CVIM:  Community Volunteers in Medicine (CVIM) is a free healthcare center 
providing high quality, comprehensive, and compassionate healthcare to low-income 
uninsured workers and their families.  Based in West Chester, PA, we work to address 
health disparities in the Chester County region.  Our workforce includes a core group of 
paid staff and hundreds of skilled volunteers.  We work together in a welcoming, positive 
and collaborative environment to meet community needs and deliver patient-centered 
care.  Our success relies on philanthropy, volunteerism and community partnerships. 

CVIM provides equal employment opportunities to all employees and applicants for 
employment and prohibits discrimination and harassment of any type without regard to race, 
color, religion, age, sex, national origin, disability status, genetics, protected veteran status, 
sexual orientation, gender identity or expression, and any other characteristic protected by 
federal, state or local laws. 

To apply, please send your resume and a one-page cover letter sharing why you are 
interested in the role and your salary requirements to Julie Rusenko, jrusenko@cvim.org. 
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