
 
 

JOB DESCRIPTION 
 

Position Title:   Digital Fundraising Analyst 
Reports to:   Senior Director, Membership 
Classification:   Non-Exempt 
Date:    October 2018 
  
I. Summary/Objective  
Develop and execute multi-channel digital fundraising campaigns to help meet fundraising goals. 
Determine optimal ways to support fundraising campaigns in offline channels and launch new 
initiatives in digital channels. Work with Senior Director of Membership to execute digital 
communications according to calendar timelines. 
 
II. Essential Functions 

1. Coordinate and execute fundraising campaigns across multiple digital channels.  
a. Create and deploy multi-channel digital fundraising campaigns for donor campaign 
solicitation efforts. Develop and implement digital fundraising programs including fundraising 
e-newsletters, e-mail acquisition, digital fundraising via website, e-mail, mobile, and social 
media. Consult with supervisor to coordinate with off and on-air campaigns. 
b. Serve as liaison for fundraising software platform(s). Build and adapt digital donor-centric 
forms. Create digital fundraising and cultivation, and membership procedures to ensure 
donors receive structured and appropriate digital giving opportunities. 
c. Collaborate with Development, Web and Corporate Communications teams to develop 
content, including messaging, offers, video, social media, SEO and more. Collaborate with the 
Development team to increase Sustainer and Passport program enrollment, engagement, and 
retention. Collaborate on thank you gift offerings. Support other related fundraising and 
digital applications on an as-needed basis. 

2. Conduct ongoing assessment of campaigns with regular testing, reporting and analysis. 
Work with supervisor to set benchmarks across all digital fundraising channels. Evaluate and 
report monthly on digital campaign results. Analyze data and make recommendations. 
Improve response rates and increase online donor retention. Stay up-to-date with best 
practices in digital fundraising solicitations and tactics.  

3. Maintain accurate data and identify targeted donor files for solicitation. 
Coordinate with Senior Director of Membership and Database Coordinator to identify donors 
and generate data files for campaigns. Execute list building and segmentation in the CRM for 
targeted communications. Maintain accurate prospect and donor digital lists in appropriate 
software.  

 
III. Required Education and Experience 

1. Bachelor’s degree in marketing, communications, data analytics, statistics, or other related 
field required. 

2. 2+ years of digital fundraising or digital marketing experience. 



 
3. Experience with email service providers required, experience with digital fundraising 

platforms and web content management systems preferred. 
4. Ability to generate and maintain digital tracking and analytic reports in Excel required. 

Experience with Google Analytics preferred. 
5. Proficiency in Microsoft Office Suite required, with advanced Excel experience.  SQL queries 

experience desirable. 
6. Ability to test and trouble-shoot, strong analytical skills. 
7. Strong verbal and written communication skills.  

8. Entry-level graphic design capability desired. 
9. Ability to multi-task and organize and complete projects with strict deadlines in a timely 

fashion. 
10. Ability to communicate effectively with people of diverse backgrounds.  
11. Not-for-profit fundraising experience preferred. 

 
IV. Supervisory Responsibility 
No supervisory responsibility associated with this position. 
 
V. Position Type/Expected Hours of Work 
This is a full-time position. Hours of work are Monday through Friday, 8:30 a.m. to 5:00 p.m., 40 
hours per week. Due to on-air fundraising and events, hours can exceed 40 hours per week.  
Flexibility in work hours for before and after regular business hours and weekend work is required.  
 
VI. Travel 
Travel is primarily local during the business day, although some out-of-the-area and overnight travel 
may be expected.  
 
VII. Physical Demands  
This is largely a sedentary role; however, occasional filing or moving of premium merchandise is 
required. This would require the ability to lift files or boxes, push carts, open filing cabinets and 
bending or standing on a stool as necessary.  
  
VIII. Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of 
activities, duties or responsibilities that are required of the employee for this job. Duties, 
responsibilities and activities may change at any time with or without notice.  
 
IX. EEO Statement  
WNED | WBFO is an Equal Opportunity Employer committed to excellence through diversity and 
inclusion.  
 


