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WRC POSITION DESCRIPTION 
 

 

POSITION TITLE:  Donor Relations Manager  

LOCATION:   Siem Reap Province 

ACCOUNTABLE TO:  Executive Director (ED) 

 

 

POSITION PURPOSE: 

The Donor Relations Manager works closely with the Executive Director, and Communications and 

Marketing Officer in donor development and communications and implementing individual 

fundraising efforts, by providing extraordinary service to donors and exceeding expectations in the 

areas of maintaining and managing donor information. 

Responsibilities include: cultivating and maintaining donors and giving information; assisting with 

fundraising appeals; coordinating logistics for development events; communicating with big donors; 

and engaging WRC team in all individual donor fundraising activities. In cooperation with the 

Communications and Marketing Officer this position has also the responsibility to direct 

communication with businesses, small donor and big donors, writing grant/proposal and WRC 

report. This position offers exceptional opportunity for growth for the right candidate interested in 

nonprofit fundraising and donor relations.  

 

LIASES WITH: 

 WRC staff 

 Volunteers  

 Partners, Donors 

 Governmental /  

Non-Governmental entities 

 Business Group
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GENERAL RESPONSIBILITIES 

RESPONSIBILITY KEY RESULT AREAS 

 

 

 

 

 

 

 

 

 

 

Donor Development  

 Schedule and participate in meetings with local donors and 

business partners 

 Conduct research on donor prospects and other acquisition 

strategies to expand donor base nationally and internationally.  

 Developing partnerships for funding purposes with agencies 

working on behalf of women 

 Initiate new as well as follows up on existing partner relations 

to investigate innovative ways for cooperation that will help 

WRC to reach their strategic goals 

 Take a leading role in the partnership cooperation through 

cooperating with the expected partners to achieve joint goal 

setting, fundraising and contracting leading to the 

implementation and operationalization of programmes to reach 

WRC goals 

 Provide CMO support in the creation and distribution of donor 

communications (electronic and print) and appeals, including 

disaster-related, destination and anniversary appeals 

 Represent WRC at events organized by other businesses, 

organization or donors 

 Create written donor relations communications as needed, 

including template donor thank you letters and executive 

director communications to donors. 

 Support the efforts of the Executive Director including 

analyses of donors, cultivation events, and the preparing 

of annual campaign materials and the completion of 

special projects as assigned. 

 

 

 

 

 

 

 

Donor Management 

 Maintain relationship with businesses and donors 

 Coordinate donor mailings  

 Assist FAO and direct CMO to process incoming gifts, 

donation, funding and ensure that those are accurately recorded 

 Acknowledge all donations and pledges by written 

correspondence or other means, on a timely basis, with CMO 

 Process and mail pledge reminders, receipts and 

acknowledgments, and other donor communications as 

required; devising systems where necessary  

 Enter all donor data from cheques, correspondence, and online 
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transactions into donor database 

 Draft donor correspondence, including solicitation and 

acknowledgment letters, as needed and manage the timely 

acknowledgement of all contributions. 

 Ensure effective and accurate communication/gift records 

with the finance department and with donors. 

 Maintain accurate hard copy and electronic files, with FAO 

 Update donor contact information to ensure current records are 

up-to-date 

 Add gift information and donor correspondence to database as 

needed 

 Fulfill data and reporting requests, including the production of 

donor lists, regular progress reports and extractions of data 

from the database for analytical purposes  

 Maintain accurate and up-to-date donor contact and 

biographical information  

 Design and execute data integrity projects including returned 

mail, address updates, merge and inactivation processes 

 

Donor Research 

 Generate various queries and reports for use by WRC staff and 

Ambassadors.  

 Analyze donor information and gifts to identify further 

fundraising opportunities. Report findings to the ED. 

 Research new funding opportunities; Identify lapsed and 

prospective institutional funders 

 

 

 

 

 

 

 

 

Administration 

 

 

 

 Prepare the half yearly and annual report and other reports to 

donors as needed 

 Respond to donor inquiries (by email and phone) in a prompt 

and courteous manner  

 Seek new processes to increase the efficiency and efficacy of 

the donor collection and maintenance process 

 Maintain and update donor-related mailing, documents 

and records 

 Maintain donor confidentially and ensures compliance with 

related policies 

 Explore capabilities of donor management system and shares 

this knowledge with staff 

 Participate in development of best practices and documentation 

and training of staff in maintaining accurate database records 

 Assist FAO in gift reconciliation  
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 Provide donor history and records to development, executive 

staff and Board as requested 

 Provide excellent and timely customer service to external 

customers who request information including recent and past 

donations and other donor records 

 Manage and maintain grant files to ensure all grant-related 

correspondence, guidelines, and requirements are 

documented in the database, as well as in other files 

 Compile letters, informational packets, and related 

materials in response to donor inquiries.  

 Monitor and update donor information in the fundraising 

database (Salesforce) 

 Ensure that donor records are accurate and up to date; 

Enter data into constituency information database on a 

timely basis for prospect tracking purpose 

 

 

Grant writing 

 Research suitable funding opportunities and draft proposals, 

with ED and CMO 

 Ensure an external review of all funding applications before 

submission 

 Complete grant reports, with CMO 

 Write funding proposals as needed submitted to individual 

or other donors. 

 Develop winning grant applications targeting bilateral and 

multilateral donors, trusts, foundations and other donors. 

Fundraising Events: 

 Develop fundraising strategy and annual fundraising plan 

 Organizing and implement fundraising events following the 

plan, such as Ladies Night, donor events, and annual 

fundraisers 

 Collaborate with WRC staff and Fundraising committee to 

develop fundraising initiative and assist in local fundraising 

activities and planning. 

 Support the management to organize fundraising 

cultivation events and campaign throughout the year. 

Campaigns: 

(with CMO) 

 Support campaign activities and networks to maintain and 

strengthen activism in the region  

 Facilitate the involvement of members and supporters 

 Co-manage event administration, promotion and financial 

support 
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 Implement mobilization programs including direct calling by 

staff and activists to engage action groups and networks in 

priority campaign activities  

 Support the recruitment and supervision of fundraising and 

campaign volunteers and interns  

 Together with the Executive Director and/or Communications 

and Marketing Officer represent WRC at community activities 

to enhance the organization's community profile. 

 

POSITION CHALLENGES 

The Donor Relation is required to identify internal financial issues and synthesize a summary of 

these issues into position descriptions and to ED and BoD.  

 

The position also has the opportunity to think creatively about existing issues and present solutions 

in the form of new projects and/or collaborative endeavors with existing projects/organizations.   

 

SAFETY AND WELLBEING 

All staff must: 

 Follow and respect safety standards in the office and in the field during work hours. 

 Uphold the professional standards and image of the organization in the office and in the 

community, in relation to partner organizations, and in government relations. 

 Take reasonable care of, and cooperate with actions taken to protect, the health and safety of 

both themselves and others. 

 Report all accidents, incidents and hazards to their supervisor as soon as is practicable.  
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KEY SELECTION CRITERIA 
 
 

POSITION TITLE:  Donor Relations Manager 

LOCATION:   Siem Reap Province 

ACCOUNTABLE TO:  Executive Director (ED) 
 

Skills, Attributes and Knowledge 

 

 Knowledge of the not-for-profit sector in relation to grant writing 

 Excellent relationship building and relationship management skills with both internal and 

external stakeholders 

 Highly developed interpersonal and communication skills 

 Strong verbal and written communication skills 

 Fluent in English both in writing and in speech 

 Cheerful, outgoing personality and “presence” 

 Good research and analytical skills 

 Highly organized and acute attention to detail 

 Ability to gather, analyze and summarize information including numerical and financial data 

 Able to multi-task, prioritize and meet deadlines 

 Comfortable working independently and in a team environment 

 Commitment to the mission of WRC 

 

Qualifications 

 

 Bachelor’s Degree in Business Development or International Management  

 Relevant tertiary qualifications and/or extensive relevant experience 

 Solid computer literacy and skill in using the internet for research 

 

Experience required 

 

 1-2 years' experience in the nonprofit field, preferably in fundraising, grant/proposal writing 

and communicating with national and international donors 

 Sound knowledge of institutional and government donors and funding policies 
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 Experience in developing and implementing successful entrepreneurial approaches to 

business development with the corporate sector 

 Demonstrated ability to co-ordinate diverse activities, working with and coordinating a team 

of people  

 Have a working knowledge of databases, preferably the Salesforce 
 

ADVERTISEMENT: 

WRC has an exciting opportunity for an enthusiastic professional woman with strong partner 

development to join the Women’s Resource Center team in Siem Reap, Cambodia.  

Candidate must be strong multi-tasks, have outstanding communication, interpersonal, and research 

skills, grant writing experience, with the ability to work well under limited supervision and be 

extremely organized.  

 

Salary $1000 per month with benefits offered, depending on experiences and qualifications. 

 
TO APPLY: 

Interested applicants should send the following documents by email only to jobs@wrccambodia.org , 

please visit our website www.wrccambodia.org 

 Cover letter, identifying why you are a good fit for this position and describing related 

experience 

 Resume/CV 

 Two professional references  

 

NO DEADLINE: 
 

Applications will remain open until the position is filled. Please send your CV, cover letter to 

jobs@wrccambodia.org only short-listed candidates will be contacted. 
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