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UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES (UNHCR) 

INTERNAL / EXTERNAL VACANCY ANNOUNCEMENT 

Vacancy Notice No. BRABR/2020/014 

 

Title of Post 
Senior Donor Development 

Assistant   
Category/grade LICA-5 

Post Number N/A 
Type of 

Contract 
UNOPS 

Location Sao Paulo, Brazil Date of Issue 14 February 2020 

Effective date of 

assignment 
01 April 2020 Closing Date 8 March 2020 

 
Operational Context: 

 

The United Nations Refugee Agency (UNHCR) is the world’s leading organization in helping and 

protecting the millions of people forced to flee their homes because of violence, conflict, and persecution. 

We deliver life-saving assistance, including shelter, food, and water while also safeguarding fundamental 

human rights, safety and dignity.    

   

Our Brazilian office is part of a global network that works in 126 countries, protecting over 60 million 

people. We were founded in 1950 as part of the United Nations effort to help people displaced by World 

War II. Since then, we’ve been on the ground helping over 50 million people forced to leave their homes 

and have received two Nobel Prizes for our work.   

   

The Private Sector Partnerships (PSP) team at UNHCR Brazil is fairly new and projecting significant 

income growth in the next five years. We are now seeking a Donor Development Assistant to join a dynamic 

and growing team to support this growth. 

 

Functional Statement: 

 

Accountability (key results that will be achieved) 

 

- The quantity and quality of existing regular donors is increased resulting in higher PSP income.  

- Cost-effective Donor Development programme is built and expanded. 

 

Responsibility  

 

- Support the Donor Development Associate in operationalizing the donor development and retention 

program and strategies 

- Monitor and supervise a variety of suppliers/vendors and its reports, plans and materials for the 

donor development program, following the deadlines determined (telemarketing, direct mail, digital) 

- Monitor the direct marketing agency to supervise strategy and ensure the execution of the donor             

journey and right segmentation of the database to optimize income (telemarketing, direct mail and 

digital) 

- Support copywriting and translation of donor development materials 

- Supervise the donor care program. This includes writing and sending donor thank-you letters, donor 

receipts and addressing any donor complaints and inquiries in a timely manner   
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- Work with telemarketers and agencies to ensure an effective and donor-centered scripts, using 

training sessions for all donor retention and development programs( welcome calls, conversion calls, 

reactivation calls, upgrade calls, etc)   

- Ensure donor information is uploaded and updated accurately through the fundraising CRM software 

- Regularly compile, review and systematize content from Headquarter and other UNHCR offices to 

support the development of content for donor dev materials   

- Support to develop and maintaining strategic reports as needed 

- Timely operationalization and monitoring of donor development activities which results in all 

communications reaching donors on time and as defined in the annual plan   

- All defined key performance indicators for donor development program and donor care are measured 

and reported accurately to the Donor Development Associate, including complaints, telemarketing, 

direct mail, and digital KPIs defined. This includes filling out forms and reports as required on a 

daily basis. 

- Perform other duties as required     

   

Authority 

 

- Operationalize and monitor the donor development program with the telemarketing agency including 

the welcome, upgrade, reactivation, recapture, and other programs for monthly and one-offs donors.  

- Oversee routing and broadcast of on and offline campaigns in the market (oversee routing of emails 

an monitor mailing of offline campaigns according to segmentation briefing and campaign calendars) 

- Operationalize and monitor effective and donor-centered communication plans for existing monthly 

donors to ensure retention and engagement, using e-mails, direct mails and telemarketing strategies 

This includes writing briefings, copies and/or oversee and guide supplier’s copies  

 

Required Competencies: 

 

 

Cross-Functional Competencies 

- Planning and Organizing 

- Analytical Thinking 

- Technological Awareness 

 

 

Essential Minimum Qualifications and Experience: 

 

- Completion of a Bachelor’s degree is desirable in communication, marketing, business 

administration, social science or a related field.    

- A minimum of two years of working experience in customer services, loyalty areas, 

communications, or donor care support.    

- Experience in private sector fundraising to individuals in the Brazilian market will be a plus.   

- Experience in managing agencies/vendor will be a plus.    

- Knowledge of MS Office especially MS Excel and MS Word  

- Knowledge and/or experience in marketing, customer service, logistic workflow or customer 

relationship marketing.   

- Attention to details, high accuracy and result oriented   

- Excellent communication skills and strong interpersonal skills as a team player   

- Ability to maintain strict confidentiality of donor information   

- Proficiency in written and spoken English and Portuguese   

- Customer service oriented     

- Creatively seeks solutions    
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Desirable Qualifications & Competencies: 

 

- Strong organizational skills and ability to adapt to change.  

- Project management 

- High attention to detail.  

- Experience in working in a non-profit environment. 

- Interest in humanitarian activities or international organizations   

 

Eligibility: 

 

Candidates must meet the essential minimum requirements of the position and candidates not citizens of the 

country must comply with all eligibility requirements for employment in line with the prevailing legislative 

prerequisites in the country.1 

 

Submission of Applications: 

 

If you wish to be considered for this vacancy, please submit your letter of motivation and signed Personal 

History Form to BRABRHR@UNHCR.ORG by 8 March 2020, with the subject line “BRABR/2020/014 

Senior Donor Development Assistant, PSP”. Application files must be named with the candidate´s full 

name, e.g. “NAME, LAST NAME  – PHF”. 

 

No late applications will be accepted. Only shortlisted candidates will be contacted. Shortlisted candidates 

may be required to sit for a written test and/or oral interview. UNHCR does not charge a fee at any stage of 

the recruitment process (application, interview, processing or any other fees).  

 

UNHCR encourages the application of indigenous persons, afro descendants, LGBTQIAP+, persons living 

with HIV/AIDS, and any other minority groups. All applications will be treated with the highest 

confidentiality. 

 
1 Completed and relevant university education can count as maximum 50% of the required years of work experience.  


