
 

Donor Engagement Specialist/ Development Officer 
Kansas Historical Foundation (KSHS, Inc.) 
 
Position Summary 
This employee serves as donor engagement specialist/development officer of the 
Kansas Historical Foundation (KSHS, Inc.), a private 501(C)(3) and is responsible for 
annual and renewable gifts to ensure a steady source of funding in support of the 
work of the Kansas Historical Society. 
 
The donor engagement specialist/development officer is a full-time position, working 
an average of 40 hours per week under the direction of the director of development. 
Benefits include health insurance, annual leave, sick leave, and a 403(b) matching 
tax advantage retirement savings plan. Starting salary is $40,000. 
 
Duties and Responsibilities 

 Identify, cultivate and solicit donors, averaging 10 to 15 face-to-face visits per 
month 

 Conduct an annual giving solicitation campaign for new, current and past 
donors. 

 Identify new annual giving donors. 
 Cultivate relationships with potential Planned Giving donors. 
 Communicate with donors and members of the Kansas Historical Society 

through articles in Reflections quarterly magazine, KSHS eNews, eblasts, and 
Facebook. 

 Create and steward positive relationships with donors, informing them of the 
activities of the organization and how their gifts make a difference. 

 Thank donors by letter (and/or) phone calls in a timely and professional 
manner. 

 Work with the director of development on how to significantly increase 
donations to the organization, manage the donor database. 

 Work with the director of operations to increase general membership, assist 
with annual meetings and annual report. 

 Invite major donors prospects to behind-the-scenes tour, special events. 
 Other duties as assigned. 

 
Minimum Qualifications 
Training and Experience 
A bachelor’s degree, previous fundraising experience, and a valid Kansas Driver’s 
License is required. 
 
Knowledge, Abilities and Skills 
Excellent written, oral and interpersonal communication skills, and the ability to work 
independently and as part of a team are essential. Time management skills and 
excellent computer abilities are essential. The ability to travel independently and to 
operate a motor vehicle is required to perform the daily duties of this position. 
 
Interested candidates should submit cover letter, resume and references no later 
than February 20, 2017 to Cindy Stillings, 6425 SW 6th Avenue, Topeka KS 66615-
1099; cstillings@kshs.org. 
 


