
 
Position Title: Director of Donor Relations 
Reports To: Executive Director 
Department: MDC Foundation Job Code: 2930   
Prepared By/Date: Carol Flynn/04-2007 Job Group: PEC 
Approved By/Date: John Vogel/04-2007 Salary Grade: 18 
Revised: Donna French/06-08-2011 FLSA Status: Exempt 
 
Summary:   
The Director of Donor Relations reports to the Executive Director & CEO of the Miami Dade College
Foundation and serves as a member of the management team.  Develops, coordinates, and manages a 
comprehensive and engaging stewardship program for major donors to the foundation.   
 
Essential Duties and Responsibilities: 

 Manages relationships with donors and coordinates all gifts for the college 
 Writes customized annual reports with detailed gift and endowment information for all major donors
 Meets regularly with major donors to the foundation, fostering relationships to ensure donor comfort

with our management of their gifts and to h encourage additional donations 
 Makes recommendations for budget allocations for donor relations functions and stewardship plans 

for donors; makes decisions about timing and nature of donor events 
 Prepares gift acknowledgement letters on behalf of the Executive Director, District President, and 

Foundation Board Chair 
 Provides direction in the design of donor recognition receptions, luncheons, dinners and dedication 

ceremonies 
 Creates and manages inventory of naming opportunities throughout the college campuses 
 Occasionally solicit gifts from major donors as appropriate 
 Responds to written and telephone requests from donors for information 
 Performs other duties as assigned 

 
Knowledge, Skills and Abilities:  

 Knowledge and understanding of college organization, goals and objectives, and policies and 
procedures 

 Excellent organizational skills, presentation skills and communication skills (both oral and written)
 Excellent interpersonal and networking skills and the ability to effectively communicate with a wide

range of individuals and constituencies in a diverse community 
 Strong leadership skills with the ability to be persuasive and influential 
 Ability to read, analyze, and interpret general business periodicals, professional journals, technical

procedures, or governmental regulations 
 Ability to effectively present information and respond to questions from top management, groups of 

managers, clients, customers, and the general public 
 Ability to maintain a high level of poise and professionalism in all circumstances 
 Ability to solve practical problems and deal with a variety of concrete variables in situations where

only limited standardization exists 
 Ability to take primary responsibility for diverse number of projects and to complete them in a timely

manner with limited supervision 
 Ability to work in a multi-ethnic and multi-cultural environment with user communities of diverse 

backgrounds and skill levels 
 



Work Environment:  
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.   
 
While performing the duties of this job, the noise level in the work environment is usually quiet. 
 
Physical Demands:  
The physical demands described here are representative of those that must be met by an employee 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 employee is frequently required to sit and reach with hands 
and arms.  The employee is regularly required to use hands to finger, handle, or feel objects, tools, or 
controls and talk or hear.  The employee is occasionally required to stand and walk.  
 
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and the ability to adjust focus. 
 
Essential Personnel:   
Non-essential 
 
Minimum Requirements:  
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. 
 

 Bachelor's degree with a minimum of nine (9) years relevant experience; or Master's degree 
and at least five (5) years relevant experience 

 
ACKNOWLEDGEMENT 
I have read and acknowledge receipt of a copy of my job description. 
 
_________________________________________   _____________ 
Signature        Date 
 
_________________________________________ 
Printed Name 

 


