
 

 

 

DONOR SERVICES REPRESENTATIVE, Data Entry and Fulfillment (Temporary) 
 

OVERVIEW: Assist Membership and Donor Services team in the data entry and 
fulfillment of the Gift Membership Campaign. 

 
FLSA STATUS: Non-exempt REPORTS TO: Director of Membership and Annual Giving 
 
ESSENTIAL FUNCTIONS: 

1. Accurately record gift and donor information in the Museum’s database, Raiser’s 

Edge, on a daily basis. 

2. Accurately batch checks/cash/credit cards for delivery to finance department. 

3. Maintain an accurate database by deleting duplicate records  
4. Assist Membership Assistant with the proofing and printing of membership 

fulfillment materials 

5. Assemble and mail Gift Membership fulfillment materials 

6. Assemble other membership and Annual Fund acknowledgement materials 

7. Perform other duties & responsibilities as assigned. 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. High school graduate or the equivalent education/experience.  

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

3. Demonstrated proficiency with and accuracy in using MS Office products, including 
Word, Excel, Access and other software programs.   Accurate typing/keyboarding 
skills (minimum 50 wpm) 

4. Ability to take initiative, work independently or as part of a team; ability to motivate 
self & prioritize tasks.   

5. Ability to work with close attention to both alpha and numeric detail and to 
maintain confidentiality.   

6. Ability to work with donors, members, the public, and co-workers professionally and 
tactfully. 

7. Ability to adhere to Museum policies and to 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://visitsam.org/careers for specific instructions on how to submit SAM employment 
application, cover letter and resume.   
 
Deadline: October 5, 2015 

http://visitsam.org/careers

