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Donor Care Manager 
 
Who We Are: 
Water Mission® is a Christian Engineering Ministry focused on saving lives by providing sustainable access 
to safe water and sharing the good news of eternal salvation through Jesus Christ. As a Christian ministry 
we exist to honor God by loving Him, loving other people, and being intentional about sharing God’s love 
for us through his Son Jesus. As an engineering organization we design, construct, and implement safe 
water, sanitation, and hygiene solutions for people in developing countries and disasters. 
 
The ministry was founded in 2001 as a 501(c)3 public charity. Our commitment to our Core Values of Love, 
Excellence, and Integrity has positioned the ministry to be used by God to develop innovative engineering 
and community development systems, processes, procedures, and technologies that have provided safe 
water and the Gospel to over four million people in 55 countries. Currently, Water Mission is 
headquartered in Charleston, South Carolina where a staff of approximately 70 engineers and specialists 
in the areas of logistics, community development, Biblical stewardship, marketing and communications, 
donor care, finance/accounting, and information technology, support a global staff of approximately 350 
engineers, technicians, community development specialists, and support personnel in country programs 
located in Africa, Asia, Latin America, and the Caribbean. 
 
Charity Navigator has awarded Water Mission its top four-star rating 12 years in a row, a distinction shared 
by less than one percent of the charities rated by the organization. Since its inception, Water Mission has 
felt called to a two-part strategy.  Part one is to implement best in class safe water projects to save 
people’s lives. Part two is to be a resource to other global implementing organizations in order to achieve 
transformational scale in the rate at which people’s lives are saved. For the last nine years, we have 
witnessed the Lord’s blessing of this ministry that has positioned us to accomplish our strategy. Significant 
and sustained growth in the ministry is now requiring that we restructure our current organizational 
structure and recruit experienced and highly talented executive leaders. Learn more about Water Mission 
at watermission.org. 
 
Position Summary: 
The Donor Care Manager reports directly to the Vice President of Volunteer and Investor Partnerships. 
This position is responsible for the overall effectiveness of the Donor Care response team in 
representing Water Mission in inbound and outbound communication with the general public, as well 
with providing exemplary service through donor stewardship, gift processing, and acknowledgement 
procedures. This manager will liaise with the CEO and President’s offices and other departments and 
provide day-to-day leadership and direction to the donor care team, ensuring donors are served with 
excellence and overall relationships with the ministry are preserved and strengthened. The Donor Care 
Manager will be responsible for implementing high quality standards that will delight donors, resulting 
in strong funding and support for Water Mission; the manager will also lead a team, ultimately ensuring 
excellence in our work and developing both culture and people. This full-time position is based out of 
the headquarters in Charleston, SC. 
 
Position Responsibilities: 

• Maintain a strong Christian witness to colleagues, vendors, donors, charitable beneficiaries, and 
the general public 

• Maintain an up-to-date knowledge of Water Mission’s history, ongoing programs and disaster 
relief initiatives, ministry events and activities, and volunteer opportunities; developing 
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frequently asked questions and working collaboratively to ensure current and accurate 
information is available to the organization 

• Equip and lead the team to share with guests, donors, and prospective donors how to 
participate in ministry with us through prayer, scripture, encouragement, and giving 

• Equip and lead the team to assist guests, donors, and prospective donors with website 
navigation, financial transactions, account maintenance and problem resolution in a timely 
manner, with a relational heart 

• Equip and lead the Donor Care team to help with outbound calls including appreciation calls to 
volunteers and churches, volunteer scheduling and information-sharing, and donor event RSVPs 

• Oversee departmental donor response and engagement, lead and empower staff to ensure that 
relational perspective is conveyed in all types of communication with donors and colleagues 

• Establish policies/procedures that ensure the best experience for donors and inquirers with 
whom staff communicate. Ensure all communication through Donor Care is of the highest 
standard. Train staff on Blackbaud software, and policies/procedures related to donor practices 

• Read and interpret donor requests; analyze needs; research project information, donations, and 
previous communications in donor records; compose responses; and document conversations 

• Review direct mail pieces and response devices, and online campaigns, to ensure accurate 
recording of donations 

• Specialize in advanced level practices including incoming mail and email sorting, gift verification 
and coding, recurring gift administration, memorial gifts and acknowledgments, donor advised 
fund administration, recording and responding to comments from donors, daily gift processes 
and receipting, batch reviews and commitments, running queries, reports, and mail lists 

• Research gift process and data hygiene best practices, updating and documenting procedures as 
necessary, ensuring the data being entered has integrity 

• Develop and monitor income and expense budgets for Donor Care 
• Work closely with Investor Partnerships, alerting Relationship Managers when major gifts come 

in, ensuring action items and follow-up are executed and documented; track outstanding 
commitments, communicates payment schedules, and produces reminders 

• Work closely with Marketing and Communications, ensuring campaigns, appeals, and funds are 
properly utilized, and mass donor communications are recorded accurately 

• Work closely with Accounting to ensure accuracy in recording donations and making any 
subsequent adjustments 

• Lead volunteers as necessary to ensure mailings, data entry, and other tasks are completed  
• Meet or exceeds all ministry quality standards in following procedures and guidelines regarding 

professionalism, timeliness, and accuracy 
• Develop team members. Provide support and coaching as needed. Care for the well-being of 

team members and invest in spiritual, personal, and professional growth 

Qualifications Required:  
• Personal and living relationship with Jesus Christ as Savior 
• Alignment with Water Mission’s Statement of Faith and Core Values of Love, Excellence, and 

Integrity  
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• Alignment with the principles of servant leadership as embraced within Water Mission 
• BS or BA Degree in Business Administration, Marketing and Communications, or related field 
• Three to five years of related experience and/or training 
• Technical proficiency in database management, computer systems, and software solutions; 

Blackbaud suite of products preferred 
• Ability to interact with business and ministry partners in a positive, uplifting manner 
• Ability to work in a fast-paced environment and quickly solve problems as they occur 
• Strong internal and external customer service focus 
• Strong attention to detail and process orientation; exceptional written communication skills 
• Experience with training and managing data entry and department staff 
• Ability to work flexible and extended hours during seasonal peaks 

Competencies: 
Results Orientation 
• Sets stretch goals and strives to achieve goals 
• Develops standards against which to measure behavior and performance 

 
Concern for Quality 
• Carefully prepares materials, approaches, and resources 
• Monitors accuracy and quality of others’ work and takes action to correct mistakes 
 
Production Efficiency 
• Performs tasks efficiently and breaks down projects into component tasks 
• Assigns and utilizes resources effectively even when scarce 

 
Teamwork 
• Fulfills commitments to other team members 
• Elicits feedback from internal and external customers to monitor their satisfaction 
 
Service Awareness 
• Responds to customer requests in a timely and professional manner 
• Elicits feedback from customers to monitor their satisfaction 
 
Analytical Thinking 
• Breaks down concepts, issues, and problems into their component parts 
• Analyzes the costs, benefits, risks, and chances for success in decision 

 
Interested, qualified applicants should apply at watermission.org/career. 


