
 
 

Position title: Philanthropy Coordinator 

 

Status: Full-time (40 hours per week), hourly, reporting to the Director of Philanthropic 

Engagement 

 

Position summary: 

Do you want to change lives?  Yolo Food Bank advances the common good in our community 

by feeding more than 52,000 men, women and children monthly via 200 food distributions and 

relationships with 69 partner agencies.  This position reports directly to the Director of 

Philanthropic Engagement, and simultaneously works laterally with the Capital Campaign 

Director.  Primary responsibilities are administration and coordination support for Yolo Food 

Bank operational and Capital Campaign fund development and related communications and 

engagement efforts.  The position includes use of an extensive donor/constituent database, 

planning, supporting and tracking of meetings, correspondence, donor acknowledgments and 

related fundraising/engagement events and initiatives. 

 

 

Qualifications: 

1. Curious, innovative critical thinker and motivated self-starter with a strong work and 

team ethic; able to work effectively with a diverse community of staff, peers, volunteers, 

and donors in a fast-paced environment. 

2. Experience scheduling/making meeting arrangements, organizing and disseminating 

meeting materials, and taking and disseminating meeting minutes. 

3. Strong organizing skills with a focus on details and accuracy. 

4. Proficient in learning and using electronic systems and databases. 

5. Proficient in Microsoft Office (Word, Excel, PowerPoint, Publisher). 

6. Able to plan, initiate and manage multiple tasks despite frequent interruptions and 

deadlines with accuracy, flexibility and professionalism. 

7. Able to demonstrate a high level of integrity, strong interpersonal skills, and ability to 

build relationships with donors, prospects, staff, and members of the community. 

8. Able to prioritize multiple demands and projects. 

9. Excellent written and oral communications skills. 

10. Able to understand and analyze technical data and reports and make logical 

recommendations. 

11. Able to make decisions in a changing environment, anticipate future needs, respond to 

unanticipated events, and meet deadlines. 

12. Minimum high school diploma or GED plus four years experience in administrative 

support, fundraising or communications.  

 

For more information about Yolo Food Bank, please visit www.yolofoodbank.org.  

 

http://www.yolofoodbank.org/


 
 

 

 

To apply: 

 

• Please submit cover letter and resume to:  lorna@yolofoodbank.org 

• The subject line must read: Philanthropy Coordinator, followed by your last name. 
 

mailto:lorna@yolofoodbank.org

