JOB DESCRIPTION

	Job Title:
	Division:

	Individual Giving Coordinator
	External Relations, Strategic Partnerships & Development

	Location:
	Responsible to:
	Date:
	Grade:

	Washington, D.C.
	Head of Individual Giving
	June 2022
	B



About Us
Established in 1952, the International Planned Parenthood Federation (IPPF) is one of the world's foremost Sexual and Reproductive Health and Rights (SRHR) organizations, championing SRHR and providing lifesaving services for more than 70 years. IPPF's vision is a world where all people are free to make choices about their sexuality and well-being in a world without discrimination.

IPPF's services are rights-based, gender-sensitive, client-centred, evidence-based and stigma-free. IPPF contributes to the SRHR of all people by (1) increasing access and choice through the provision of integrated SRH services, information and education; (2) contributing to strengthening health systems; and (3) advocating to change policy and laws in support of sexual and reproductive health.

Through IPPF's worldwide movement of 120 national organizations - called Member Associations (M.A.s) – and our collaborative partners, we work in over 150 countries focusing on reaching poor and marginalized women and girls and vulnerable populations such as people living with disabilities and those in humanitarian emergencies. This gives IPPF a global presence, unparalleled among other SRHR Civil Society Organisations (CSOs). IPPF's M.A.s operate an impressive 49,007 service delivery points across the world, of which 44% are in rural areas.

The Role
IPPF's Individual Giving fundraising program secures private sector resources from individuals and family foundations at the small/recurring, mid-level, major, and planned gift levels. The program is nascent but is rapidly expanding its efforts in small/recurring, mid-level, major, and planned giving work.

To support IPPF's mission and Individual Giving work, we seek an Individual Giving Coordinator to manage development operations, including gifts processing, donor stewardship, database administration, and administrative needs of the I.G. team. The ideal candidate will have an entrepreneurial attitude and a foundational knowledge of nonprofit fundraising. The Coordinator will also provide support as needed for the U.S. IPPF office.

KEY RESPONSIBILITIES
· Development Operations: Manages the processing of donations and production of donor acknowledgements, including tracking documentation and other gift-related paperwork to donors' CRM records
· Financial Reconciliation and Report: Coordinates with IPPF Finance team to reconcile donations with financial accounts
· Database Administration: Maintains accurate donor information through ongoing data entry to ensure accurate donor information in CRM
· Donor Relations: Monitor and respond to donor inquiries from phone calls and departmental email accounts
· Operations: supports the Head of Individual Giving and track vendor invoices and prepare check/wire transfer requests, purchase orders and other expense documentation as needed
· Other administrative functions and ad hoc requests, as needed in support of larger projects for the Strategic Partnerships & Development team and the U.S. office as needed.
PERSON SPECIFICATION

1. EXPERIENCE
· Experience in CRM and strategic use of fundraising database software and database management is essential, as are strong I.T. skills.
· Previous experience in the sexual and reproductive health and rights sector at a global level, including understanding the current policy landscape, is a plus.
· Display superior interpersonal skills for both internal and external stakeholder interactions
· Highly organized with strong attention to detail
· Experience and comfort running operations for a small-sized nonprofit organization
· Ability to adapt to a changing environment and handle multiple priorities
· At least 2-3 years of relevant experience
· Bachelor's degree in relevant field

2. KNOWLEDGE, SKILLS & ABILITIES
· Developed listening and influencing skills.
· Strong writing skills.
· Relationship builder, including acting as an organizational representative.
· Data-driven, using data and analytics to continuously improve strategy and decision making.
· Cultivator and collaborator.
· Goal orientated with a focus on building trust and credibility internally and externally.
· I.T. literate with an understanding of digital marketing and CRM systems.

3. PERSONAL COMPETENCE
· Committed to IPPF's core mission and values.
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates.
· Integrity and ability to maintain confidentiality at all times.
· Understanding of and a commitment to safeguarding, including child protection, in a local and international context.
· Supportive of a woman's right to choose and to have access to safe abortion services.
