
Donations Coordinator  
FSLA STATUS: Non-Exempt 
REPORTS TO: Retail & Donor Relations Manager 
JOB SUMMARY: 
The Donations Coordinator supports and stewards the full lifecycle of donated materials — from donor coordination through intake, 
processing, storage, and redistribution. This role plays a key part in both donor relations and retail success by ensuring materials are 
handled with care and prepared efficiently for public use, redistribution, or proper diversion. The position maintains strong 
communication with donors and internal staff to optimize the flow, usability, and impact of all donations. 
 
GENERAL DUTIES & RESPONSIBILITIES: 
Materials Stewardship & Waste Diversion 
• Coordinate donation intake through appointments, walk-ins, and pickups, ensuring a positive and professional donor experience. 
• Process, sort, and organize donated materials, rotating inventory and maintaining safe and functional sorting and storage areas. 
• Manage outgoing material streams for recycling, waste diversion, or redistribution to partner organizations. 
• Collaborate with the Retail Coordinator and Materials & Merchandising Coordinator to ensure timely and appropriate flow of 
materials to sales areas. 
• Maintain accurate donation intake records and assist with donor acknowledgment and data tracking. 
• Execute daily opening and closing procedures for the Donation Program 
Volunteer, Donor & Community Engagement 
• Provide guidance and support to volunteers assisting with donation intake, sorting, and material preparation. 
• Support donor relations and educational efforts through communication, customer service, and coordination. 
• Provide logistical support for retail promotions, events, and fundraising initiatives. 
• Other duties as assigned or requested. 
 
TOOLS AND EQUIPMENT USED: 
Organizational systems, carts, hand trucks/dollies, scales, personal computer/software for intake tracking, phone, copy machine, 
and frequent use of organizational vehicle. 
 
WORKING CONDITIONS: 
• Primary work takes place in sorting and storage areas. 
• Must be able to work in environments with varying temperatures and physical demands. 
• Perform daily physical tasks such as lifting, carrying, and moving materials weighing up to 60 lbs. 
 
SALARY & BENEFITS: $40K–45K, dependent on experience; health insurance reimbursement and PTO plan upon 90-day review. 
 
SCHEDULE:  
Full-time exempt position, primarily Tuesday–Saturday, with occasional evenings and weekends for special events. 
 

QUALIFICATIONS: 
The ideal candidate is friendly, dependable, and self-directed, thriving in a public-facing, fast-paced environment while balancing 
creativity with operational efficiency. We are seeking someone with: 
• A passion for advancing Resource Depot’s environmental and educational mission, with the ability to recognize the potential in 
donated materials and envision their reuse and impact. 
• Knowledge of Palm Beach County’s community needs, local organizations, and opportunities for partnerships or redistribution. 
• Previous experience in retail, arts, or customer service, ideally within a service-oriented or nonprofit organization. 
• Strong organizational and problem-solving skills, with the ability to prioritize, delegate, and follow through on multiple projects. 
• Excellent communication skills with ability to build relationships across diverse audiences, including donors, volunteers, and staff. 
• Ability to efficiently sort, categorize, and assess a wide range of materials for reuse, resale, or redistribution. 
• Experience with environmental sustainability; creative reuse practices, arts, crafts, or related fields is a plus. 
• Proficiency with technology systems such as Square, Wix, Microsoft Office, Google Drive, Canva, and social media. 
• A valid Florida driver’s license. 
 

I have read and understand this job description and hereby certify that I am qualified to perform this job, with or without accommodation. 
 
      
Print Name                                                                                             Signature                                                                                           Date 


