
Engagement Specialist
Position Description

 

Regular Work Schedule: Full-time Monday-Friday 8:00 a.m. – 4:30 p.m. (flexibility available).  This may include

remote work or time spent in the field; occasional evening/weekend/after-hours work required.

POSITION SUMMARY:  

The Engagement Specialist reports to the Engagement Manager and supports the administration and

coordination of Meals on Wheels Yolo County’s (MOW Yolo) fund development, marketing, and community

outreach efforts. The position includes use of an extensive donor database as well as executing upon donor

correspondence and acknowledgments.  Additionally, the Specialist ensures logistics related to the production

of collateral materials, social media management, and fundraising/engagement events and initiatives.

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES:

1. Comprehensive data management and enhancement of a donor management database, running
reports, as needed.

2. Data entry of all donations into the database in a timely manner.
3. Using provided templates and established processes to promptly prepare all acknowledgment letters

and related communications for both operational gifts and special-purpose campaigns.
4. Support department’s e-philanthropy efforts (such as email marketing, social media solicitation, etc.)

via use of MailChimp, social media platforms, the www.mowyolo.org website,  and other related
electronic marketing tools.

5. Support teammates to facilitate solicitation proposals, meeting requests, email updates, and follow-up
documents and/or communications in a timely and professional manner, at the direction of the
department manager.

6. At the direction of the Engagement Manager, occasionally engage in frontline fundraising via phone,
email, or in-person.

7. Archive and track all information and materials related to philanthropy efforts (e.g., donor lists, gift
agreements, pledge reminders, etc.) in electronic or hard copy files.

8. Maintain a master calendar of philanthropic and organization-wide events and activities to maximize
cultivation and stewardship efforts and keep philanthropy leadership on track.

9. Generate and provide donor database  reconciliation reports as needed by fiscal consultant.
10. Collaborate with the Engagement Manager in the organization of Engagement Department business

and related special events and initiatives.
11. Model MOW Yolo’s core values and organizational culture in all work efforts.

QUALIFICATIONS:

1. Two years or more experience in database management, fundraising or communications, or an
equivalent combination of relevant education and experience.

http://www.mowyolo.org


2. Ability to thrive in a dynamic environment of transformational change.
3. 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.

4. Strong organizational skills with a focus on details and accuracy.
5. Proficient in computer keyboard use and data entry.
6. Proficient in Microsoft Office (Word, Excel, PowerPoint, Publisher); expertise with Excel filters,

formulas, and charts preferred.  Adobe Suite and Google Workspace experience are a plus.
7. Experience with donor management database/CRM is highly desirable.
8. Able to plan, initiate, and manage multiple tasks, projects,  and deadlines despite frequent

interruptions with accuracy, flexibility, and professionalism.
9. 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.
10. Excellent written and oral communications skills.
11. Able to understand and analyze technical data and reports and make logical recommendations.
12. Able to make decisions in a changing environment, anticipate future needs, respond to unanticipated

events, and meet deadlines.
13. Able to work positively and effectively with difficult stakeholders (internal and external) in person or

over the phone.
14. Able to work independently with little supervision.
15. Passion and enthusiasm for the mission and work of MOW Yolo that achieves goals by inspiring and

motivating co-workers and the community.

16. Innovative creativity that articulates the MOW Yolo mission and aspirational goals to support

philanthropic aims, gifts of time, and a high profile for MOW Yolo in the community.

17.Willingness to take on new tasks and responsibilities as the position evolves and the organization

grows.

POSITION LICENSES/CERTIFICATIONS/VACCINATIONS:

1. Current California Driver’s License and proof of automobile insurance.
2. COVID-19 vaccination plus booster required.

WORKING CONDITIONS / PHYSICAL AND NON-PHYSICAL REQUIREMENTS:

1. This position works in an office environment shared with other staff and volunteers, with frequent

interruptions and noise from conversations over the phone or with visitors.

2. This position also may work remotely from a home office occasionally or frequently, as public health

orders and other organizational circumstances may dictate.

3. Regularly sit (up to 80%), primarily at desk or in meetings.

4. Regularly lift up to 10 pounds; occasionally up to 20 pounds.

5. Occasionally bend, stoop, kneel, crouch, crawl, climb, and balance.



6. Occasionally engage with activity in the warehouse or at an outdoor event, exposed to the elements.

7. May drive own transportation up to two hours per week, primarily for professional appointments,

community outreach, and special events.

8. Frequent repetitive hand motion, grasping and fine hand manipulation up to six hours per day,

primarily for keyboarding and handwriting.

9. Speak, hear, and clearly understand face-to-face or over the telephone conversations up to four hours

per day.

10. Frequent learning, performing, and following of simple and complex calculations, instructions, and

concepts.

11. Frequent analysis of data and information to make logical and relevant judgments and decisions.

12. Frequently works positively, effectively, and efficiently with internal and external customers in person,

through video, via email, and over the phone.

**Meals on Wheels Yolo County is an Equal Opportunity Employer**


