
 
 
 
 
 
 

 
Job Description 
 
Department: Development 
 
Position: Annual Giving Coordinator 
 
Reports to: Director of Development 
 
Summary: The Annual Giving Coordinator is responsible for ensuring donors receive 
exceptional care and service. This position also supports the efforts of the development 
team to acquire new donors, build strong and lasting relationships with donors, and 
raise the revenue needed to support the ministry of the Mission. 
 
Responsibilities:  

1. Coordinate annual direct mail campaign with Delia Martin Agency to cultivate 
current donors, acquire prospective donors, and reactivate lapsed donors. 
Provide donor files and reports, edit fund-raising appeals, write newsletter 
articles, and capture client testimonies to give Delia Martin Agency in a timely 
manner. 

2. Plan and implement special events, including the fall banquet and silent auction,  
the Walk for Warmth, and donor reception to meet fund-raising goals, cultivate 
relationships with donors, introduce prospective donors to the ministry and give 
God glory. 

3. Build relationships with churches and parachurch organizations to let them know 
how the Mission is available to support members of their congregation who are 
hurting, invite them to serve in local missions, and lift them up in prayer. 
 

4. Manage the new donor bonding campaign to encourage first-time donors to  
give a second contribution and become loyal donors to Lexington Rescue 
Mission. 
 

5. Manage monthly giving club, the Bread & Life Circle, to recruit new members, 
ensure current members who respond via mail receive the in-house, monthly 
mailing, and update credit card and ACH information as needed for donors 
whose gifts are deducted electronically. Coordinate appreciation efforts for 
monthly giving club members. 



6. Pray regularly with donors and for donors. 

 
7. Develop a plan for the BGCF GoodGiving Campaign, including recruiting  

ambassadors to serve in the BGCF GoodGiving campaign to reach new donors 
online using peer-to-peer fund-raising.  
 

8. Develop a plan for the KY Gives Campaign, including recruiting ambassadors to 
reach new donors online using peer-to-peer fund-raising.  
 

9. Secure client testimonials to bring awareness to the Mission through sharing 
with donors, and through social media and other outlets. 

10. Provide the highest quality donor care, including responding to changes in donor 
information, donor requests, and donor complaints. Train the development team 
and the staff, as a whole, to ensure everyone provides quality customer service.  

11. Coordinate the receipt of non-cash gifts, such as vehicles, property, and 
appreciated securities, with donors as detailed in the Gift Acceptance Policy. 
Work with our partners at National Christian Foundation of Kentucky to accept 
these gifts, as needed. 

12. Serve as back-up for daily gift entry and receipting. 

13. Ensure the DonorPerfect Online database is maintained and donor information is 
accurate and securely stored. Ensure DPO conducts an NCOA update of the 
donor data, as required by the United States Postal Service on a quarterly basis. 
Oversee donor data entry to ensure gifts are recorded and receipts are issued 
daily. 

14. Cultivate a culture of prayer, faith in God’s provision for the ministry, and faithful 
stewardship of the resources He provides. 

15. Maintain accreditation through the Evangelical Council for Financial 
Accountability (ECFA) and support the Executive Director in maintaining 
accreditation through the Citygate Network.  

16. Other duties as assigned. 

 
Qualifications:  

Personal  

A committed disciple of Jesus Christ who seeks to live out faith in vocational ministry.  
Organized, pays close attention to detail, quick learner, and a strong team player.  

Education and Experience 

Bachelor's degree is preferred. One to three years sales or fundraising experience. 



Knowledge  

Understanding of effective fundraising practices and professional ethics.  

Skills and Abilities  

Computer proficiency.  

 

 

 


