
 

Community Health Alliance of Pasadena (ChapCare) 

Job Description 

 

Title:  Donor Engagement Manager 

Department:  Operations     

Reports To: Director of Development and Marketing 

EEOC:   Office     

FLSA Status:   Exempt  

Salary:              Competitive Salary 

 
Summary 

 

As a growing Medical Group provider to residents of the greater Pasadena area and San Gabriel Valley, 

ChapCare is seeking a qualified Donor Engagement Manager to support the continued development of its 

Major Gifts Program. As an integral part of the fundraising team, the Manager will initiate and expand 

relationships between ChapCare and donors at all levels, by providing extraordinary service to donors and 

exceeding expectations in the areas of maintaining and managing donor information. 

ChapCare’s Expectations of all Employees 

 Adheres to all of ChapCare’s Policies and Procedures 

 Conducts self in a manner that represents ChapCare’s core values at all times 

 Maintains a positive and respectful attitude with all work-related contacts 

 Communicates regularly with his/her immediate supervisor about Departmental and                               

ChapCare concerns 

 Consistently reports to work prepared to perform the duties of the position 

 Meets productivity standards and performs duties as workload necessitates 

 

Job Description:  

 Help donors accomplish their philanthropic goals and ambitions through a relationship with 

ChapCare 

 Manage systems and software to track and cultivate donors and prospects 

 Work with the Director of Development and Marketing to align efforts and set goals 

 Make direct, face-to-face solicitations, and assist the board and other staff with their solicitation  

 Prepare written materials, including correspondence, solicitation materials, acknowledgements, 

and regular communications as part of the stewardship program 

 Establish and maintain a donor cultivation cycle and gift stewardship program to ensure that new 

major donors are developed, have opportunities to increase their level of support annually, and 

enjoy a close relationship to ChapCare. 

 Acknowledge major donors through public and private recognition 

 Track and report progress using specific metrics 

 Coordinate fundraising events as needed 

 



Qualifications 

Experience & Education:  

 Bachelor’s degree and five years of major gift fundraising experience 

 Experience cultivating major gifts in the Pasadena area and the western San Gabriel Valley 

 Health care related experience a plus 

Skills: 

 Demonstrates a commitment to the agency’s mission  

 Ability to maintain a flexible work schedule, including some evenings and weekends 

 Excellent interpersonal skills 

 Excellent written and verbal skills (grammar, spelling, and punctuation) 

 Ability to read, analyze, and produce reports.  

 Strong organizational skills and ability to multi-task 

 Ability to work as a team member 

 Should be pleasant, neat, and well-groomed in representing the agency to the general public 

Physical Demands/Working Conditions 

 

The physical demands described here are representative of those that must be met by a service member to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  

 

While performing the duties of this job, the member will be required to drive to community outreach 

sites, and will be required to drive to all ChapCare facilities as needed.  The employee must occasionally 

lift and/or move up to 25 pounds.  

 

Travel, generally within ChapCare’s service area, will be required on a regular basis.  Attending at state 

and out of state conferences may be required. 

 

Acknowledgement of Receipt  

 

I have reviewed this job description and understand that my supervisor can answer any questions I may 

have about what is expected of me in this position. 

 

________________________________________ 

Employee Name  

 

________________________________________ 

Employee Signature    Date 

 

 


