
 

 

 

Donor Services Manager             

SAM’s Donor Services Manager is central to the success of the museum’s development and 
reporting efforts.   Primary responsibilities are to oversee the Raiser’s Edge database and all 
aspects of donor records, and to coordinate the research and analysis of top donors and donor 
prospects to ensure more effective cultivation and solicitation. This position provides support for 
business intelligence and data analysis and makes recommendations on improving internal 
processes, in addition to specific operations responsibilities.   

FLSA STATUS: Exempt                REPORTS TO: Director of Membership and Annual Giving 

 
ESSENTIAL FUNCTIONS: 
 

 Supervise the Donor Services staff and all gift entry into the museum’s development 
database 

 Responsible for all revenue batch entry for gifts of $1,000 or more        

 Maintain the General Ledger and Campaign Structure, as well as tables for database fields 
such as attributes and mailing codes  

 Serve as subject matter expert for Raiser’s Edge and provide consultation and database 
training to all development staff as needed 

 Develop and provide documentation on database best practices and policies 

 Coordinate mailings, including acknowledgements and tax letters  

 Provide external facing data, printed and electronic material  including pledge reminders 

 Produce donor list for the Annual Report and donor signage 

 Ensure data integrity by overseeing implementation of data entry policies and conducting 
data clean-up projects 

 Act as a liaison to and in collaboration with other departments, especially Finance and IT 

 Advise on new procedures and systems including a potential RFP for new database system 

 Design and run regular data analyses and reports including: 
o Weekly and monthly campaign reports 
o Monthly and annual donor reports 
o Ad hoc data exports and reports 
o Collaborating with outside consultants to  run  direct marketing reports and lists 

 Perform other duties as assigned 
 

QUALIFICATIONS, KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 
 
1. Bachelor’s degree, or AA degree with additional relevant certifications.  
2. Three+ years in database administration.  
3. Experience supervising staff and volunteers.  
4. Advanced knowledge of Raiser’s Edge database or other CRM system. 
5. Demonstrated proficiency in MS Office with Access, Excel and Word is required, including 

experience with report and chart generation, database management, mail merges, and 
design of Crystal Reports. 

6. Ability to work well under pressure and to coordinate and implement multiple tasks 
simultaneously. 

7. Excellent oral and written communications skills; ability to communicate effectively and 
project a professional image when giving and taking information in writing, in person and 
over the phone. 

8. Strong track record in exercising sound, timely judgment.  



 

 

9. Strong organizational and management skills; ability to work effectively with personnel from 
many disciplines; experience handling multiple competing priorities and timely, effective 
decision-making. Ability to work successfully with a high degree of ambiguity. 

10. Ability to adhere to Museum policies and support management decisions in a positive, 
professional manner. 

 
 
The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 
Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 
 

TO APPLY:   Please visit http://www.seattleartmuseum.org/about-sam/careers for specific instructions on how to 
submit your cover letter and resume.   
 
Deadline: Open Until Filled 

http://www.seattleartmuseum.org/about-sam/careers

