
CHIMP HAVEN 
POSITION DESCRIPTION 

 
 
POSITION TITLE:  Development Operations Specialist 
 
REPORTS TO:  Chief Development and Marketing Officer 
 
JOB CLASSIFICATION: 
Shift:  Days, but evening and weekend work may be required 
Status:   Full-time 
FLSA:   Non-Exempt 
Risk Level: 1 
 
ORGANIZATIONAL OVERVIEW:  At Chimp Haven we believe we’re not that different, humans and chimpanzees. Chimps 
have personalities, emotions and relationships, just like us, and we’re on a mission to connect them to the happy healthy lives 
they deserve. That’s why we’re providing and promoting personalized care for chimpanzees (most of whom were retired from 
biomedical research) by helping them, for their remaining years, live a good life – the chimp life. Chimp Haven serves as The 
National Chimpanzee Sanctuary and is located on 200 forested acres in northwest Louisiana just outside of Shreveport.  Chimp 
Haven provides excellent care for more than 200 chimpanzees retired from research or no longer used in the entertainment 
industry or as pets.  As more retired chimpanzees make their way from research institutions to sanctuary, our population 
continues to grow. Chimp Haven has a well-designed facility to support the physical and emotional well-being of all animals, 
experienced staff and high standards for operational excellence.  Chimp Haven offers a competitive salary, excellent benefits, 
extensive training and an opportunity for professional advancement.  Equal Opportunity Employer. 
 
THE OPPORTUNITY: This position provides operational support to the development program through functions such as donor 
gift entry, database management, reporting, donor relations, the stewardship process, event support, general tasks and other 
projects as assigned. While this is primarily an internal project management position, there is frequent interaction via phone with 
donors to answer questions, assist with gifts and say thank you as well as onsite interactions during Board meetings, tours and 
other special events.  
 
RESPONSIBILITIES AND SCOPE: 
 
Database management and reporting: 

• Process all donor pledge transactions to Raiser’s Edge database ensuring timely and accurate reporting of revenue. 
Analyze third party campaign results and develop appropriate processing approach for timely, efficient and accurate 
recording. Manage electronic upload of files from various sources as needed. Ensure confidentiality in all records. 

• Reconcile fundraising software to processed pledge batches. Identify and resolve any discrepancies. Work with 
accounts receivable on all deposits, posting of payments and balancing database to general ledger.  

• Maintain accurate database of constituent information. Create new accounts, remove account duplications and make 
other changes as needed to maintain data integrity. Assist the CDMO with running reports and dashboards to monitor 
revenue. Assemble metrics that are used for Board of Directors and other meetings. Ensure the information needed for 
reporting progress is accessible and accurate. Review reports for accuracy notifying CDMO or finance team of any 
discrepancies. Resolve in a timely manner. 

• Assist the Digital Marketing and Content Officer in any database needs. Responsibilities could include preparing email 
and mailing lists for correspondence, accurately updating and running reports from Raiser’s Edge, maintaining 
membership databases and communication lists, and assisting with other database logistics as needed.  

• Evaluate current practices, provide input for and implement any process improvements.  
• Serve as the primary Development liaison to the finance team in ensuring that issues relating to gift processing are 

resolved.  
• Provide reliable, accurate and timely responses to questions from internal customers.  

 
Donor support, stewardship process and other responsibilities: 

• Ensure excellent customer service. As needed, respond to donor inquiries and requests in a timely and professional 
manner along with conveying a willingness to help. Respond to any inquiries or issues regarding payments, 
communication preferences, contact information, etc. 



• Manage overall framework for donor acknowledgement process. On a weekly basis, process acknowledgement letters 
and other stewardship items. Ensure donor communications are high quality, accurate and timely. 

• Conduct thank you calls, write personalized notes and assist with other communication touch points with a select group 
of donors.  

• Draft and proofread emails, letters, word documents, excel spreadsheets, and PowerPoints. Ensure accuracy. 
• Develop and maintain positive relations with all staff, departments, and volunteers. Serve in a highly collaborative and 

supportive role to accomplish key projects through teamwork. 
• Support Chimp Haven Board of Directors meetings, donor tours and special events as needed.  
• Attend training regarding chimpanzee safety, well-being, and species-typical behaviors; seek out other learning 

opportunities to advance fundraising knowledge. 
• Exhibit the highest ethical and moral values possible. 
• Represent Chimp Haven in a professional manner at all times. 
• Proactively assume responsibility for other varied tasks and projects as assigned.  

 
MINIMUM QUALIFICATIONS: 

• Bachelor’s degree in business or related field. Or 8-10 years combined experience in lieu of a degree. 
• Minimum 3 years of database management experience in a fast-paced environment.  Non-profit experience a plus.   
• Experience working with a donor or customer relationship management database required. 
• Advanced skills in Microsoft Office, particularly Excel. 
• Strong project management skills with timely and consistent attention to detail and follow-up. Excellent comprehension, 

analytical and reconciliation skills are all necessary for this role. 
• A passion for the mission and purpose of Chimp Haven. 

 
PREFERRED KNOWLEDGE, SKILLS AND ATTRIBUTES:  

• Knowledge of fundraising software database, Raiser’s Edge, preferred. 
• Well-organized with the ability to manage many projects at once, maintaining high efficiency, accuracy and timeliness.   
• Strong customer service skills; ability to establish excellent rapport with co-workers, general public, volunteers and 

donors. A commitment to providing excellent internal and external customer service. 
• Excellent communication skills, both oral and written, to include listening carefully and interpreting what is being 

asked/said by donors and other internal and external customers. 
• Personal leadership within a team environment – multi-tasker, self-motivated and takes initiative, and takes 

responsibility for actions. 
• Able to solve problems quickly and effectively. 
• Ability to work independently, selecting and applying appropriate reference tools/materials to complete the project/task.   

 
LOCATION: 
Chimp Haven in Keithville, LA 

 
 
 
 
 


