
 
 

Donation Center  
Business & Community Engagement Coordinator  

 
Reports to:  Director of Development & Community Relations 
Title: Business and Community Engagement Coordinator 
FLSA Status: Non-Exempt  
Date:  January 2022 
     

Position Summary: 

Reporting to the Director of Development & Community Relations, and working closely with the Donation 
Center Management Team, the Business & Community Engagement Coordinator is responsible for creating 
new partnerships and business opportunities for the Donation Center, enhancing  and maintaining existing 
relationships with donors and partners, and overseeing the community engagement aspects of the 
Donation Center drop-off sites including ensuring that the branding and image of the Donation Center is up 
to agency standards and promoting the mentoring organization to the community at large. 
 
Our Mission:  Create and support one-to-one mentoring relationships that ignite the power and promise of 
youth. 
 
Each employee of Big Brothers Big Sisters of Rhode Island helps to extend the mission of the agency in 
particular ways as outlined in the position description. The essential functions of the position include, but 
are not limited to: 
 

Essential Duties and Responsibilities: 

 

Partner Relations & Community Engagement: 

• Establish new business and expand upon current relationships by working with the Donation Center 
team and the Director of Development & Community Relations to: 

o Secure new bin placements; annual goal to be set in conjunction with CEO, Donation Center 
Management Team, and the Director of Development & Community Relations. 

o Secure and establish Big Fundraiser events (clothing drives) monthly or quarterly based on 
the goals set by the Director of Development & Community Relations and Donation Center. 

o Determine creative pathways to secure cloth on a monthly/quarterly basis, such as develop 
a partnership with clothing stores to donate off-season clothing. 

o Create incentive programs at drop-off sites or at buyer stores. 
o Seek out potential independent buyers based on current contract allowances. 

• Grow customer base by working with the Donation Center team, based on their annual calendar 
and product needs, to:  

o Promote On-Site Drop Offs at buyer stores 
o Promote Free Clothing Pickups (truck routes) 
o Promote the BBBS Drop Off Sites  



• Further develop relationships with cities, towns, and other government officials to establish and 
manage MOUs, maintain permits, and expand bin locations.  

• Engage in effective stewardship activities to retain and strengthen existing partnerships. 

• Work with Full Circle Recycling to reduce waste and cost of waste removal. 

• Collect and report data on the results of business development projects on a quarterly basis to 
analyze profit margins and report diversion rates to all cities and towns at year-end.  

• Represent the agency at appropriate community events and meetings. 
 

Marketing and Special Event Coordination: 

• Work with the Director of Development and Community Relations to create marketing strategies to 
maximize donations for existing drop-off sites; help maintain a master calendar of social media and 
newsletter activities for the Donation Center; provide content to the Digital Media Coordinator. 

• Work with the Digital Media Coordinator to update and refresh our website on an ongoing basis. 

• Attend partner store meetings to educate store teams about BBBS to ensure that customers are 
aware of our mission; create and maintain presentations, provide print materials as needed; work 
in partnership with buyer store in promoting awareness of our joint brands and community impact. 

• Assist in developing and updating communications materials as it relates to the Donation Center 
(brochures, web articles, e-blasts, and press releases) to share current information, enhance 
institution image and encourage common branding within the agency.   

• Ensures Drop Off Sites are professional and welcoming and that branding is consistent across all 
sites; make recommendations on possible future Drop Off Site locations. 

• Keep track of what is trending in the second-hand cloth market, and report details to the Donation 
Center team, and Director of Development & Community Relations in a timely fashion. 

• Support the coordination of volunteer days of service and other service opportunities for 
community and donor engagement. 

• With guidance from the Director, coordinate and assist with annual signature fundraisers 
(Scholarship Night, Welcome to Summer, Bowl for Kids’ Sakes, and The Big Walk) as needed. This 
includes: helping manage donor relations; coordinating event logistics, ensuring appropriate 
volunteer supervision, and support procurement of in-kind donations 

 
Development Operations & Administrative Duties: 

• Retain accurate and up-to-date donor/customer relations records at all times in DonorPerfect.  

• Act as staff liaison for agency committees as assigned; take minutes, lead meetings, etc. 

• Support the preparations of large targeted mailings including the annual appeal, special event 
invitations, holiday cards, and program marketing campaigns as assigned. 

• Maintain a strong relationship with the Director of Program Growth to promote volunteer 
opportunities i.e. a bin partner can host a Site-Based mentoring program.  

• In collaboration with the Development & Engagement Associate regularly attend program team 
meetings bi-monthly to update staff on bin partnerships and happenings.  

• Work with the Director of Development & Community Relations and Grant Writer to research new 
grant funding opportunities and occasionally support the fulfillment of grant reports.  

• Manage agency email inboxes as assigned. 

Education and Experience:  

Bachelor’s Degree in sales, marketing, business management, communications or related field. A minimum 
of 3 years of experience in fundraising, outside sales or business development.  A proven track record of 



fundraising or sales results from multiple donor/client channels.  Event coordination and social media 
experience preferred.   

 

Knowledge, Skills and Competencies: 

• Entrepreneurial Spirit:  Takes initiative and actively seeks to deepen current donor relationships 
and forge new ones.  Demonstrated skills in fundraising or successful outsides sales experience.  
Demonstrated ability to build a strong and well researched pipeline for both corporate and 
individual donors along with the ability to move each prospect through an outlined engagement 
process.   

• Communications:   Ability to convey complex ideas through brief, simple materials.  Experience and 
credibility when presenting materials to external audiences.  Ability to communicate and 
collaborate with a variety of personalities. 

• Influencing:   Get others to accept ideas by using convincing arguments, creates a win-win situation 
and responds appropriately to key stakeholders in a timely fashion. Proven ability to understand 
and navigate corporate cultures to achieve goals.  Knowledge and demonstrated ability to 
successfully identify, cultivate, recruit, and maintain relationships with top level personnel from 
identified companies. 

• Collaboration:   Effective at working with others to reach common goals and objectives. 

• Relationship Building:  Skilled at establishing and cultivating strong relationships with peers, across 
different levels of the organization and externally.  Excellent interpersonal and communication 
skills-verbal, written and a good listener. 

• Has high standards of professionalism and is able to positively represent BBBSRI in the community. 
Comfortable presenting to groups of community members/volunteers/business events. Must have 
the ability to plan and conduct meetings. 

• Well organized, able to multi-task and has effective organizational and time management skills. 
Able to produce high-quality work independently and report back on progress.  Can work well 
under pressure and deadline. 

• Must maintain a flexible work schedule to attend meetings, make donor visits or lead special events 
outside of standard business hours as needed, occasional early mornings, evenings and weekends. 

• Develop and maintain a strong knowledge of the Rhode Island market and cloth collection business. 

• Proficiency in Microsoft Office programs Word, Excel, PowerPoint and Publisher; additional    
computer program knowledge is a plus. 

  

Physical Demands: 

The physical demands and work environment 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 regularly required to stand; walk; sit; use hands to 
finger, handle, or feel; reach with hands; balance, stoop, kneel or crouch; and talk or hear. The employee 
must occasionally lift and/or move up to 25 pounds. Must be able to drive; frequent travel to other 
locations, within the community and local neighborhoods throughout the local region. 
 
Typically works in an office environment.  The noise level in the work environment is usually moderate. 
Employee is occasionally exposed to outside weather conditions. Use of phones, computer, fax and other 
general office machinery. 
 



I have read the above job description and have had the opportunity to ask questions to clarify any part 
of it that is unclear to me. I understand what is expected of me in this position. 
 
 
 
________________________________________________   _________________________ 
Employee Signature        Date 
 
 
________________________________________________ 
Print Name 
 


