
     

 
 
 
 
 

Friends of the Rouge (FOTR), founded in 1986, is a nonprofit organization dedicated to restoration and 
stewardship of the Rouge River ecosystem through education, citizen involvement and other collaborative 
efforts.  The Rouge River is one of the nation’s most polluted waterways and is located in the Metropolitan 
Detroit area of southeastern Michigan.  The Rouge has been the focus of intensive federal, state and local 
restoration efforts. 
 
*See the end of this job description for our Mission, Vision and Core Values that drive the core of our 
work. 
 
Position Background  
This position serves as fundraising support and is a member of the Development team. Under the 
direction of the Development Director, this person will be the primary custodian of data: maintaining 
the donor database, gift processing, and data analysis in support of membership, fundraising, 
stewardship, events, sponsorship, outreach and donor relations.  This is a new part-time position.   
 
You’ll be successful in this position if you have a keen eye for detail, strive for record-keeping perfection, 
and enjoy supporting administrative systems to further overarching goals.  You’ll be performing regular 
database maintenance and clean-up, inputting financial data, and organizing participation data.  You 
should have the ability and desire to facilitate collaborative approaches to fundraising and donor 
management.  If you geek-out on working with data and see the humanity behind the numbers, this 
position may be for you. 
 
To preview our donor database software, we invite you to browse the Bloomerang YouTube page 
Bloomerang Academy videos: https://www.youtube.com/@BloomerangCo 
 
DEIJ Statement 
Friends of the Rouge recognizes that to accomplish our mission, we must seek meaningful participation 
from everyone in our watershed.  We create the best solutions for our environment when we have 
diverse perspectives. 
 

JOB DESCRIPTION 
 

Title:  Administrative Database Specialist 
Department:  Development 
Status: Part-time hourly position averaging 20 
hours/week 
Reports to:  Executive Director/ Development 
Director 
Work location:  hybrid remote/in person 
Organization Address: 650 Church St, Suite 209, 
Plymouth, MI 48170 
Hourly Salary: $22-$26 

https://www.youtube.com/@BloomerangCo
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Many of our communities are continuing to experience pollution caused by our region’s history of 
discrimination against – and disinvestment from – communities of color, recent immigrants, and lower-
income areas.  We know that we cannot restore, protect, and enhance the Rouge River without social 
and environmental justice.  Because of this, we prioritize community in our work and are committed to 
removing barriers and centering equity in access.  Access – to us – means education, recreation, green 
spaces, clean water, and decision-making power.  We are dedicated to asking questions and supporting 
the autonomy of our many communities, letting their expertise lead the way. 
 
It is a privilege for us to be entrusted with this work. 
 
 
Job Duties & Responsibilities 
 
Database Support 

● Process, record and document all donations generated through individual giving, corporate 
stewardship and grant awards in donor database (Bloomerang) 

● Coordinate and prioritize day-to-day activities to ensure accurate and prompt processing of 
gifts: timely donor receipts, donor thank you letters, and membership reminders in close 
coordination with the Development Director and Membership Assistant 

● Manage Bloomerang donor database to ensure data integrity including importing participation 
data and conducting weekly database maintenance 

● Utilize Bloomerang to create reports to draw conclusions for future efforts 
● Support ticketing, sales and operations of fundraising events and related activities (some 

weekend and evening hours) 
● Explore, respond to, and make recommendations regarding emerging technologies and software 

applications in the development field 
● Assist Development Director in coordinating corporate outreach and stewardship 
● Support implementation of giving campaigns and organization-wide fundraising 

communications  
 
General 

● Exceptional attention to detail and records management skills with the ability to catch and 
correct mistakes 

● Ability to proactively communicate with staff to support grants processing and program 
participation data 

● Manage time effectively and prioritize daily tasks to maintain a high level of service to donors 
and meet internal deadlines 

● Participate in program-related training and professional development opportunities 
● Support and attend special events and internal staff meetings as necessary    
● Other duties as assigned 
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Qualifications 

● Ability to multitask, organize and prioritize to meet deadlines and goals 
● Demonstrated analytical skills 
● Strong written communication skills 
● Experience with Microsoft and Google software suites (Excel/Sheets, Word/Documents, and 

PowerPoint/Slides) 
● Demonstrated database management and data query experience 
● Demonstrated ability to work independently 
● Demonstrated ability to collaborate as an effective team member 
● Ability to exercise good judgment, maintain high level of confidentiality, and act in compliance 

with the Association of Fundraising Professionals Code of Ethical Standards 
● Ability to learn new technology 
● Demonstrated great customer service and kindness 

 
Preferences 

● Previous experience in fundraising 
● Ability to assess giving trends, manage and analyze data, draw conclusions, and prepare written 

reports or other materials for future efforts 
● Ability to respond to, evaluate and implement emerging technologies in fundraising, customer 

service or data management 
● Exhibit a deep and abiding commitment to the preservation and stewardship of water resources 

and the environment 
● Experience with Bloomerang or other donor database, Wordpress, and Zapier 
● Bachelor's Degree 

 
Key Competencies 
data management, records keeping, planning and organization, analytical skills and collaboration 
 
Physical Requirements 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  Ability to speak and listen in English required.   
 
Work Environment 
This position is primarily an office position.  Hybrid in-office and remote work after the onboarding 
period are negotiable, as well as flexible hours allowing you the freedom to create your own working 
schedule as long as you attend mandatory events.   
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Nondiscrimination Policy 
It is the policy of Friends of the Rouge (FOTR) to provide equal membership, employment and service 
opportunities to all eligible persons and to administer personnel policies and practices in accordance 
with all applicable laws. 
 
We do not discriminate on the basis of race, ancestry, creed, religion, color, personal appearance, 
national origin, citizenship, age, sex, sexual orientation, marital status, parental status, family 
responsibilities, and the presence of any sensory, physical or mental disability, learning disability, 
matriculation, membership in any labor organization, lawful source of income, political affiliation, or 
political ideology. 
 
Application Instructions 
All interested parties are invited to submit 1) a cover letter indicating why you are interested in this 
position which describes experience and interest in the position, 2) a resume, 3) three references as a 
single PDF file in the following format:  Your Full Name - Administrative Database Specialist 
Application.pdf  Incomplete applications will not be considered. 
 
Email to Lara Edwards, Development Director ledwards@therouge.org with the subject line: 
Administrative Database Specialist Application.  Applications will not be received after Wednesday, 
February 15, 2023, 5:00 PM EST.  Late submissions will not be considered.  No phone calls please. 
 
 
Updated: January 25, 2023 
 
MISSION 
To restore, protect, and enhance the Rouge River watershed through stewardship, education, and collaboration. 
 
VISION 
We envision a future where a clean and vibrant Rouge River is the center of our community.  Individual and community actions protect and 
improve the health of the Rouge River, assuring that its natural, economic, and recreational value enhances the quality of life in the Rouge River 
ecosystem. 
 
CORE VALUES 
 
Integrity 
We ensure public trust by acting with honesty, transparency, ethicality and fiscal responsibility in all actions regarding the watershed and our 
community. 
 
Stewardship 
We commit to protecting and enhancing the watershed and improving the lives of the community through their interaction with the river. Our 
focus is on enhancing, monitoring and conserving the ecological health of the watershed for the benefit of all members of the community and 
future generations. 
 
Education 
We encourage protection and restoration of the Rouge River by providing opportunities that offer hands-on-immersive learning opportunities. 
We involve the public and promote engaged and educated stakeholders in the Rouge River watershed. 

mailto:ledwards@therouge.org
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Evidence based decision making 
We provide and utilize evidence based decision making in our promotion of Rouge River restoration and stewardship. We deliver reliable and 
verified information to watershed stakeholders in order to evaluate the watershed, determine priorities and prioritize restoration efforts. 
 
Community collaboration 
We team with individuals, businesses, government, non-profits, citizen groups, and other community organizations for the creation of a strong 
network of champions. 
 
Quality of life 
We provide communities with the ability to personally, economically, and ecologically benefit from the Rouge River by transforming how the 
river is perceived, accessed, and appreciated. 
 
Diversity-Equity-Involvement 
We strive to recruit and retain membership, leadership and staff who reflect the diversity of the communities in which we serve. We believe that 
the entire community benefits when everyone has equal access to information, programs, services and activities. 

 
Terms of Employment – At-Will Employment Status 
All persons employed by FOTR, regardless of classification status, are employed on an “at-will” basis.  As such, employment can be terminated 
with or without cause, and with or without notice, at any time, at either your option or the option of FOTR. No supervisor, coordinator, 
manager, or other representative of FOTR other than the Executive Director has the authority to enter into any agreement or contract for 
employment for any specified period of time. The provisions contained in this policy supersede any and all previous oral or written statements 
or representations that have been made by FOTR or by someone purporting to represent FOTR. Employees should be aware, while FOTR 
employees are required to participate in regular performance evaluation; this evaluation process is not intended to be a means of creating legal 
rights and does not affect the “at-will” nature of the terms of employment. 


