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JOB DESCRIPTION       
 
Job Title: Donor Relationship Manager    
  
 
Reports to: Major Donor Manager 
 
 
Main Purpose of Role: 
 
To secure funds for The Gurkha Welfare Trust by building relationships with existing major donors 
who support the Trust and new major donor prospects. 
 
Main Duties and Responsibilities: 
 

1. You will be required to manage the relationships of a caseload of major donors who support 
the Trust. 

2. To increase the number of individuals on your caseload by identifying new prospects on the 
database and applying the in-house qualification process to assess their propensity to give 
and determine their preferences.   

3. You will be required to create a communication and management strategy for each 
individual major donor on your caseload based upon the donor’s history and your 
assessment of their potential. 

4. By strict and timely adherence to each individual’s plan your aim is to retain and upgrade 
your donors. 

5. Working with colleagues in other departments and in Nepal, you will create proposals and 
cases for support that will be sent to donors on your caseload to secure gifts.  You will also 
create progress and completion reports for donors funding specific projects. 

6. You will be required to utilise the data management system currently in use by the Trust 
(Progress), to ensure major donor records are kept up to date. 

7. You will also be required to manage your caseload using the department’s relationship 
management Excel spreadsheet tool – the Marketing Impact Chart (MIC). 

8. Travel will be involved on a regular basis to meet with major donors and this will 
occasionally involve overnight stays. 

9. Work closely with the Major Donor Manager to ensure the MIC and Progress are kept up to 
date.  Provide administrative support to the Major Donor Manager as and when required. 

10. Ensure that all donations are thanked appropriately within a 24-hour timescale. 
11. Work with the database team to ensure all major donor donations are coded and added to 

Progress correctly. 
12. Run analytical reports from Progress so as to report to the Major Donor Manager and Head 

of Fundraising on income and expenditure to date and to reconcile with finance reports. 
13. To work with the Individual Giving Coordinator to re-purpose main appeals for major donors 

on your caseload.   
14. To speak to MDs on the phone on a regular basis and to develop innovative ‘touchpoint’ 

communications in order to keep MDs motivated and interested in the work of the Trust. 
15. To perform other duties as and when required. 
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Accountability 
 
Your performance will be measured by your ability: 

 
1. To qualify donors through the caseload management process.   
2. To meet reasonable financial objectives for all those on your caseload. 
3. To create a communication and management strategy for all those on your caseload and 

your ability to execute it in such a way that results in the retention and upgrading of donors. 
4. To collate relevant information and create meaningful, persuasive cases for support that 

secure funds for the Trust. 
5. To create timely project progress and completion reports. 
6. To provide accurate, timely updates to the Major Donor Manager on a regular basis on 

current activity and caseload performance. 
7. To meet deadlines and manage budgets. 
8. To maintain a positive and constructive attitude and work in a team whilst promoting the 

mission, values and goals of the Trust. 
 
Person Specifications 
 

1. Essentially this is a relationship building role so you should be confident speaking with a 
range of people and have a high level of emotional perception. 

2. You will be expected to be an excellent communicator, have a good command of the English 
language, have a confident telephone manner and be able to express yourself clearly and 
effectively on the telephone, in writing and face-to-face. 

3. You will be expected to be thorough, persistent and have great attention to detail, and to be 
conscientious, inquisitive and able to work both independently and as part of a team. 

4. A strong team player is essential, being able to work closely and supportively with the Major 
Donor Manager and other members of the fundraising team, working transparently and 
sharing ideas with a collaborative approach, specifically when compiling project reports in 
partnership with the Trust Fundraiser. 

5. You must have strong IT skills and a good working knowledge of the Microsoft Office 
package of products.  You should also have some experience of CRM databases and data 
analysis. 

6. You must have a clean driving license and be able to spend some nights away from home. 
7. You will be expected to attend and assist at some events in aid of the Trust. 
8. It is NOT essential that you have any experience of working in the charitable sector but some 

commercial experience would be most valuable, especially if client-facing and involving 
sales. 

9. Knowledge of Gift Aid and a good grasp of Data Protection would be of value. 


