
 

 

DONOR RELATIONS COORDINATOR 

Southern College of Optometry, a leading optometric educational institution located in Memphis, 
Tennessee, is currently recruiting for a new team member in our Institutional Advancement 
department. 
 
Southern College of Optometry is committed to preparing future generations of our nation’s 
optometrists to serve diverse patients and communities in the United States and around the world.  In 
support of our mission to “educate the best possible healthcare providers,” SCO values the strengths 
that diversity and inclusion bring to the education and healthcare experiences of our students. 
 

JOB SUMMARY 
The successful applicant will execute a plan to retain philanthropic support through comprehensive 

donor stewardship and high-quality engagement activities. This position focuses on fostering donor 

relationships, ensuring donor intent, and coordinating efforts to advance the College's mission and 

fundraising goals. The Donor Relations Coordinator will collaborate closely with the Manager of Annual 

Giving and the Director of Development.   

 

COMPENSATION & BENEFITS 
Competitive starting salary of up to $53,700, based on relevant experience. Generous employee benefits 
package includes health, dental, life, and both short and long-term disability insurance; potential federal 
loan forgiveness benefit working for a non-profit entity; 10% retirement contributions without the 
requirement to match after 1 year of employment; generous paid time off in addition to 18 academic 
year holidays; tuition reimbursement and more! 
 

ESSENTIAL JOB FUNCTIONS 

Donor Stewardship (50% of role) 

• Scholarship Donors: 
o Manage relationships with scholarship donors, ensuring timely and personalized 

communication. 
o Facilitates annual awards selection to ensure donor intent is fulfilled and that each recipient 

is connected to the donor for acknowledgment. 
o Coordinate and execute the scholarship thank-you process, including collecting and sharing 

recipient impact stories. 
o Track and report on the use of scholarship funds to demonstrate accountability and impact. 

 

• Annual Fund Donors: 
o Develop and implement stewardship plans for Annual Fund donors, including timely 

acknowledgment letters, impact reports, and personalized updates. 
o Collaborate with the SCO communications team to create materials showcasing the Annual 

Fund's contributions to SCO. 



• Manages a series of “high touch” stewardship contacts for the SCO President and Vice President of 
Institutional Advancement including phone calls, letters, emails, and/or meetings with donors who 
give at leadership gift levels.   

• Plans and executes SCO events, as needed, to engage with donors and provide support for the Office 
of Institutional Advancement.  

• Promote a culture of gratitude and high-quality customer service.  

 
Capital Campaign Coordination (40% of role) 
• Work with the President, Vice President for Institutional Advancement, Development team staff, 

campaign volunteers, and Carter Global to support and coordinate meetings, trainings, cultivation 
activities, solicitations, and special events.   

• Coordinate campaign-related activities, including planning, timelines, and execution of campaign 
events. 

• Oversee stewardship efforts for capital campaign donors, including naming opportunities, milestone 
acknowledgments, and commemorative events. 

• Monitor progress toward campaign goals and provide regular updates to leadership. 

• Serve as a liaison between campaign volunteers, committees, and staff to ensure alignment and 
progress. 

• Track campaign pledges and gifts, ensuring proper acknowledgment and stewardship. 

• Create and maintain all campaign-related files (hard and electronic). 

• Assist in packaging proposals for major gifts from individuals, foundations, and corporations. 

• Maintains a record of all actions and opportunities with donors in the Raiser’s Edge NXT database 

 
Other Administrative Support (10% of role) 
• Represent the College in a professional manner with students, faculty, staff, alumni, and all 

constituents.  

• Keep track of best practices related to Donor Relations in higher education and incorporate those 
practices into our approach. 

• Performs other duties as assigned. 
 

REQUIRED EDUCATION AND EXPERIENCE 

Education:  Bachelor’s degree or equivalent of training and experience. 
 
Qualifications:  

• Minimum of 3 years of experience in donor relations, development, or a customer service-related 
setting.  Preferably in a higher education or nonprofit setting.  

• Knowledge of the ophthalmic industry or healthcare is a plus. 
 
SCO does not discriminate on any basis within our educational programs or in our employment 
practices.  Our success as an academic institution requires an ongoing commitment to fostering an 
accepting and inclusive campus atmosphere because we recognize that each individual deserves to feel 
included and respected. 
 
Interested applicants should apply at www.sco.edu/career-opportunities.    Applications will be accepted 
until the position is filled. 
 

http://www.sco.edu/career-opportunities

