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Amarillo Area Foundation 
The Don and Sybil Harrington Foundation 

Job Description 
  Donor Services Administrator 

Summary 
As part of the Donor Services Department team, the Donor Services Administrator assists 
the Vice President of Development, the Major Gifts Officer, and the Annual Giving 
Officer in attaining department goals of development and fundraising.  This position is 
responsible for maintaining positive data hygiene in the Raiser’s Edge NXT (RENXT) 
database by ensuring constituent record accuracy.  This position is also required to 
provide financial and analytical reports related to contributions.  This position reports to 
the Vice President of Development. 

Specific Duties and Responsibilities 
1. Manage and maintain RENXT data integrity, data entry, data cleanup, research, and 

project support.  
2. Maintain a working knowledge of RENXT and related software through Blackbaud 

training opportunities as available.  Take the initiative in problem solving through 
online or direct contact research.   

3. Create accurate up-to-date reports, analysis, and evaluations for department team 
through RENXT dashboards. 

4. Using technology available in RENXT and online research, provide donor prospect 
information to the Vice President of Development, Major Gifts Officer, and the 
Annual Giving Officer.  

5. Provide administrative support to the Vice President of Development, Major Gifts 
Officer, and the Annual Giving Officer, as needed. 

6. Process all gifts and event registrations in RENXT. 
7. Act as point of contact for fundholder portal when donors or fund advisors need 

assistance or have questions related to their fund. 
8. Assist in the research, design and implementation of Foundation-wide administrative 

systems such as reporting processes, data collection methods, internal document 
coding and tracking, records management, etc. 

9. Maintain and update current donor mailing lists and email lists, providing 
appropriate lists as needed. 

10. Research and add relevant information to constituents’ records, to include but not 
limited to:  Email addresses; birth dates; obituaries; anniversaries; associations with 
other nonprofits; notable community recognitions or attendance at community 
events.   

11. Oversee employees from other departments with permission to make entries in 
RENXT, including providing the necessary training to maintain consistency in data 
health. 

12. Manage membership programs in RENXT. 
13. Coordinate with accounting on financial records for departmental and annual 

reports, including Legacy Donors program. 
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14. Provide donor recognition lists for printing. 
15. Provide information and data as requested for the annual audit. 
16. Greet guests to the Donor Services Department in a professional manner, providing 

a high-level of customer service. 
17. Provide back-up and assistance as needed to Office Coordinator. 
18. Provide back-up and assistance to Donor Services Coordinator as needed. 
19. Other duties as assigned. 

Organizational Responsibilities 
1. Support the mission, vision and philosophy of the Amarillo Area Foundation and 

The Don and Sybil Harrington Foundation. Comply with all organizational policies 
and procedures. 

2. Understand job responsibilities and perform work accurately and in a timely 
manner. 

3. Demonstrate initiative and identify opportunities for improvement. 
4. Observe confidentiality of Foundation data or private information. 
5. Utilize effective communication skills to obtain or provide basic information to 

others within and outside the Foundation. 
6. Demonstrate commitment to improving communities through philanthropic efforts. 
7. Be able and willing to work with and assist a diverse population, as well as be 

committed to equity, diversity, and inclusion in our workplace and through our 
work. 

8. Promote AAF’s core values of integrity, respect, collaboration, and innovation 
through your work and staff relations. 

Minimum Requirements 
Education 
A High School diploma or GED is required.  A Bachelor’s degree in Business or 
Accounting is preferred. 
 
Skills and Experience 
1. A minimum of five years related previous experience in the area of accounting, data 

base management, administration, or management is preferred. 
2. Skilled in the use of database products, including database report writing. 
3. Initiative, discernment, and preparedness skills are essential along with the ability to  
 work independently and with attention to detail.  
4. Must possess excellent written and verbal communication, and critical thinking  
 skills. 
5. Exceptional organizational skills and an ability to manage multiple tasks and 

priorities.  
6. Ability to quickly learn various software programs is required. 
7. A valid driver’s license is required. 


