
 

 

 

DONOR OPERATIONS & MEMBERSHIP MANAGER 

 
Summary 
The Donor Operations and Membership Manager coordinates all functions related to donor database 
management, gift entry, gift acknowledgment, membership promotion and membership benefit fulfillment, as 
well as assists with Scissortail donor activities, events and mailings as needed. The manager is responsible for 
running the membership program and growing membership sales. The position works closely with the 
Director of Development to secure and manage memberships and to support a comprehensive strategy to 
meet The Park’s membership revenue goals.  
 
Essential Duties and Responsibilities 

 Provide logistical and operational support to Director of Development. 

 Manage all functions of donor database including record keeping, data and gift entry, mail merges, 

appeals and reports. 

 Coordinate and execute donor/gift acknowledgement process within the designated timeframe. 

 Coordinate membership and gift processing. 

 Assist with donor research as needed. 

 Assist in disseminating annual appeals and other fundraising mailings. 

 Manage all aspects of the Scissortail Park membership program and the Scissortail Friends sustainer 

program: e-membership cards, constituent records, benefits, discounts, member events. 

 Prepare annual membership-related budgets, monthly income reports, and plans of action. 

 Ensure membership compliance with IRS regulations. 

 Develop weekly, monthly and annual reports on donor giving and membership. 

 Work closely with marketing and events teams to implement membership campaigns and annual donor 

special events. 

 Work with contractors and/or suppliers to obtain membership benefits and discounts. 

 Serve as the first point of contact in fielding member and donor requests and questions, connecting with 

the appropriate development staff and helping resolve issues that may arise. 

 Establish and maintain positive, cooperative and effective communication and working relationships with 

the public, guests, donors, members, colleagues and vendors. 

 Demonstrate outstanding donor and member service at all times. 
 
Supervisory Responsibilities  
Not applicable 
 
Education and/or Experience  
 Bachelor’s degree or equivalent professional experience 
 
Computer Equipment and Software Requirements 

 Excellent word processing skills; must have expert-level skills with MS Office, especially Excel.  



 

 

 Experience in use of standard office equipment. 
 
Certificates, Licenses, Registrations  

 Valid Oklahoma Driver’s License. 
 
Skills and Abilities Required 

 Previous experience in record/database management, donor relations and membership and/or e-
membership program management, preferably with non-profits 

 Must be detail-oriented, organized and able to work well in a team setting 

 Ability to multi-task, managing several projects simultaneously 

 Excellent written and verbal communication skills 

 Proficiency in working with budgets  

 Working knowledge of Microsoft Office and experience working with a complex donor database, 
preferably Altru by Blackbaud 

 
Work Environment 

The employee will work in an office environment.  Some locations visited during the course of executing job 
duties may not be wheelchair accessible; some time may be spent outside. 
 

Physical Requirements 

 Must be able to sit for extended periods. 

 Must be able to bend, stoop and lift on occasions. 

 Must be able to climb stairs. 

 Must be able to walk from office building to Park facilities.  
 

Benefits 
This full time, non-exempt position is eligible for health, dental, life insurance, vision, long-term disability, 
voluntary life, accident coverage, 403(b), paid time off, and paid holidays. 
 
To Apply  

Please send a cover letter, resume, and salary requirements to:   careers@scissortailpark.org.  You will 
be contacted only if considered for an initial phone or in-person interview.  
 

Equal Opportunity Employer (EOE) 

 

mailto:careers@scissortailpark.org

