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JOB DESCRIPTION  

TITLE: PHILANTHROPY MANAGER  
 

REPORTS TO: DIRECTOR OF PHILANTHROPY 
 
WHD STATUS:  EXEMPT   

DEPARTMENT: PHILANTHROPY 

  
 
PURPOSE & SCOPE OF POSITION: 

As a representative of Habitat for Humanity Tucson, and in partnership with the Director of 
Philanthropy, identify and cultivate community relationships and partnerships to increase the 
impact of Habitat for Humanity in Southern Arizona. 

KEY RESPONSIBILITES 

• As part of the Philanthropy Team manage a portfolio of individual donors and corporate 
partners and encourage increased giving though donor stewardship 

• Manage all aspects of four Affinity Builds (Rainbow, Veteran, Women, Faith) including 
setting and meeting fundraising goals and supervising volunteer committees 

• Manage large events, e.g., large group builds, fundraising events, donor cultivation and 
donor appreciation events  

• In collaboration with the Director of Philanthropy, create and manage all aspects of 
donor recognition program 

• Coordinate and arrange for the staffing of volunteers for special events and builds - 
includes World Habitat Day, dedications, community/booth events, and monthly 
committees. 

• Attend and participate in department and all-staff meetings, as requested 
• Enter appropriate information into Raiser’s Edge; run queries, labels, and reports as 

needed from database 
• Working in partnership with marketing and PR staff, and volunteers; generate event 

invitations, programs, promotional materials, and press releases  
• Represent Habitat Tucson at community events  
• Provide event information for the website, printed newsletters, annual reports, reports 

sent to staff and committees, e-newsletters, and press releases 
• Manage correspondence and phone calls related to events management 
• In partnership with Volunteer Resources, ensure adequate volunteer staffing and training 

for all events 
• Exhibit a high level of personal and professional integrity, and ethics 
• Other duties as assigned 
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BACKGROUND AND SKILLS: 

• Bachelor’s degree in an applicable field 
• Two years’ experience in fundraising, event management and volunteer management 
• Ability to work with a flexible schedule that would include early mornings, weekends, and 

evenings 
• Five years’ experience in the not-for-profit environment, including interaction with boards 

and committee members, either as a volunteer, staff member or both preferred 
• Excellent oral, written and listening skills 
• Excellent organizational skills, including the ability to prioritize tasks 
• Ability to maintain confidentiality 
• Detail-oriented 
• A willing team member with strong interpersonal skills 
• Ability to work independently 
• Ability to work within deadlines and within budget 
• Experience with Microsoft Office products and Raiser’s Edge 
• Must possess a valid Arizona driver’s license, can provide proof of insurance and have 

reliable transportation 
 

PERSONAL TRAIT PROFILE 

● High integrity 

● Diplomatic 

● Sound judgment 

● Influential 

● Diligent 

● Critical thinker 

● Community & service oriented 

● Customer focused and team spirited 

● Positive attitude 

● Flexible and adaptable 

 
OTHER REQUIREMENTS 

Travel: 10% travel within Tucson. This includes visiting HabiStore and local job sites. 

Overnight stays: Occasional travel to conferences and meetings. 

License: Valid Arizona Driver’s License or can obtain one prior to employment. 

Working hours: The position is regarded as full time (40 hours a week). Work is usually performed 

between 8:00am and 5:00pm Monday through Friday. Additional hours will be required to perform the job 

and may include some evenings and/ or weekends. 
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DESIGNATED SAFETY SENSITIVE POSITIONS 

 

HFHT has determined that any position that involves driving, repairing vehicles, operating power tools, or 
operating any equipment that could cause injury, death or property damage or deals one on one with a 
client or customer is a “safety sensitive” position. Also, because our funding comes from a federal funding 
source, failure to enforce policies relating to drugs that are designated illegal by the federal government, 
could subject us to losing our funding. 

 

It is imperative that an employee be able to safely perform the essential functions of his/her job at all 
times. Therefore, anyone testing positive for any illegal substance or abusing a prescribed medication or 
under the influence of alcohol or marijuana while engaging in a safety sensitive position is subject to 
discipline up to and including termination. 

 

Employees holding “safety sensitive” positions are not protected from termination even if they have a 
medical marijuana card. 
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AMERICANS WITH DISABILITY SPECIFICATIONS 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is required to sit (95%) and spend a limited time in a 
cramped or confined space (2%).  The employee must occasionally lift and/or move up to 40 pounds 
(3%).  Specific vision abilities required by the job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus.  

While performing the duties of this job, the employee is not usually exposed to weather conditions.  The 
noise level in the work environment is usually moderate.  

The above statements are intended to describe the general nature and level of the work being performed 
by people assigned to this work. This is not an exhaustive list of all duties and responsibilities. Habitat for 
Humanity, Tucson reserves the right to amend and change responsibilities to meet organizational needs 
as necessary. 

 

 

ACKNOWLEDGEMENT 

I have received a copy of the job description and have read and understand the contents. 

 

_________________________________ 

Employee name (please print) 

 

_________________________________ 

Signature 

 

_________________________________ 

Date 

 

Action: after signing, please forward to Office Manager. 

  


