UrbanPromise
CHARLOTTE Database and Stewardship Manager
Job Description
Part-Time

About UrbanPromise Charlotte

Our mission at UrbanPromise is to provide Charlotte's children and youth with the spiritual, academic, and social
development necessary to become Christian leaders determined to restore their communities.

We take a 20-year leadership journey with students and their families. This journey has three stages: Reach a Child,
Raise a Leader, Restore Community. From ages 5-13, students attend UrbanPromise's afterschool and summer
programs across four neighborhood sites. During high school, students are employed as “StreetlLeaders” (mentors
and counselors for the younger children in our programs) and receive college access support themselves. From
ages 18-25, StreetlLeader Alumni receive support so they graduate college and find meaningful post-graduate
employment. Our ultimate goal is to raise a new generation of local Christian leaders that is determined to make
Charlotte a fully integrated city where social, spiritual, and economic capital flow between neighborhoods.

Development Manager Position

As UrbanPromise's Database and Stewardship manager, you will be the backbone of our Development Team's data
integrity and donor stewardship efforts. You will manage all aspects of our donor database (Bloomerang), ensure
accurate and timely gift processing, and will support the implementation of a comprehensive stewardship plan that
deepens donor relationships and inspires continued generosity.

You will be part of a four-person Development Team and report directly to UrbanPromise's Development Director.
You are the team's data and systems engine- maintaining clean records, producing actionable reports, and ensuring
every donor interaction is tracked and followed up with care.

You are a detailed-oriented, system minded professional who takes pride in accuracy and follow-through. You bring a
servant leadership mindset to your work, understanding that clean data and thoughtful stewardship are foundational
to UrbanPromise's ability to grow its donor community and fund its mission.

Essential Job Functions
Responsibilities of the Data and Stewardship Manager include, but are not limited to:

Database Management

e Process all incoming gifts accurately and in a timely manner, including ACHs, checks, and third-party portal
donations.

e Draft, run and distribute acknowledgement letters for all gifts.

e Conduct quarterly Bloomerang audits to ensure data accuracy and integrity.

e Perform ongoing database clean-up to ensure all donor records comply with established SOPs.

e Maintain and update SOPs for the Bloomerang database to reflect best practices and organizational needs.
e Manage PO. Box pick-up and route correspondence to the appropriate team members.

Donor Stewardship

e Produce and distribute weekly fundraising reports to keep the Development Team informed of progress
toward goals.

e Support the Development Director in preparing data and materials for Board reports.

e Generate targeted Bloomerang reports as needed, including lapsed donor reports, end-of-year donor
summaries, and other segmented lists.

e Coordinates and pulls all mailing lists for appeals and stewardship campaigns.



e Support the Development Director with portfolio management by providing accurate donor data and
engagement history.

Stewardship & Donor Relations

e Implement UrbanPromise's organization-wide stewardship plan to ensure donors feel valued, engaged, and
inspired to give.

e Manage the pledge reminder process, ensuring timely and accurate follow-up with donors who have
outstanding commitments.

e Support the Executive Director with donor contact reports to ensure meaningful touchpoints are
documented and followed up on.

Event Support

e Provide special event support, including logistics for the Promise Brunch and secondary events, as well as
preparation for small and private events.

e Oversee donation processing for the Promise Brunch, ensuring all gifts are recorded accurately and
acknowledged in a timely manner.

e Maintain accurate records of fundraising results from all events.

Candidate Profile & Skills

e Data-Driven: Detail-oriented and committed to accuracy, with a strong understanding of donor database
management and reporting.

» Systems Thinker: Builds and maintains processes and SOPs that improve efficiency and data integrity over
time.

e Organized & Reliable: Manages multiple ongoing responsibilities—gift processing, reporting, stewardship,
and events—with consistency and follow-through.

* Proactive Approach: Anticipates the needs of the Development Director and Executive Director, providing
data, reports, and donor insights at the right time.

e Collaborative Partner: Works effectively across teams and serves as a key support for the Development
Team's fundraising goals.

¢ Relationship-Minded: Understands that behind every data point is a donor relationship, and approaches
stewardship with care and gratitude.

e Mission-Driven: Embodies UrbanPromise's faith-based mission and commitment to youth leadership and
community restoration. Passionate about educational and racial equity and justice.

¢ Tech-Proficient: Skilled with Bloomerang (or comparable CRM), Microsoft Office/Google Workspace, and
basic data tools.

Qualifications

Education and Experience:

Associates degree required, bachelor's degree in business, nonprofit management, or related field preferred
At least 1-2 years of relevant work experience in development and/or database management

Experience with donor databases or CRM systems (Bloomerang preferred)

Strong attention to detail and organizational skills

Proficiency in Google Suite, preferred

Additional Work Demands:

e The Database and Stewardship Manager must live in or near Charlotte, NC and will meet at various locations
across the city including our main office and the four UP sites, in addition to having the opportunity to work
remotely.

e Willingness and ability to work some evenings and weekends (particularly around major events)


https://www.urbanpromisecharlotte.org/our-sites

Compensation, Benefits, and Hours

e Compensation: $25-30 per hour

e Benefits: This is a part-time position and is not eligible for benefits.

e Hours: This is a part-time position, averaging approximately 10-15 hours per week. While there will be
flexibility in schedule, the role will be a part of some mandatory meetings (i.e. all-staff and development team
meetings) which are typically held between 10:00am and 2:00pm. Candidates should be available during this
window on a regular basis.

Start Date
Our preferred start date for the Database and Stewardship Manager position is the week of August 17th 2026.

Apply By July 2, 2026
To apply for the Database and Stewardship Manager position, please complete the two steps below py July 2, 2026
A. Email your resume to Brittany Jenkins Shell at brittany@urbanpromisecharlotte.org.

B. Respond to the short answer questions below and email your responses along with your resume:

1. Please write a brief narrative of your Christian experience. Include people and circumstances that
have influenced your faith, how you express your faith in day-to-day life, and why you want to work
with UrbanPromise Charlotte.

2. In your own words, define the mission of UrbanPromise. How do your personal and professional goals
align with that mission?

3. What past experiences make you uniquely qualified for the Database and Stewardship Manager role
at UrbanPromise?


mailto:brittany@urbanpromisecharlotte.org
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