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Title: Senior Associate -  Fundraising and Donor Engagement 
Experience: Minimum 3 years of relevant work experience, including at least 1 year in 
fundraising. 
Location: Remote/ Bangalore (May include occasional travel to the North-East)  
Reporting To: Manager - Fundraising and Donor Engagement 
Compensation: INR 6,80,000 - 7,80,000 (CTC) 
 

About Sunbird Trust 
Established in 2014, Sunbird Trust is a non-religious and apolitical not-for-profit 
organization working in remote and conflict-affected parts of North East India with the 
motto of 'Peace through Education'. It facilitates physical and financial access to 
education by building schools and hostels and providing child sponsorships. It engages 
with local communities in livelihood development and fostering peace, thus helping build 
bridges between people here and their countrymen elsewhere in India.  
 

●​ Team of 50+ professionals including Teach for India, Azim Premji University 
Graduates and Gandhi Fellows 

●​ In Feb 2023, awarded by Azim Premji University amongst top ten case studies of 
NGOs from across India for their annual “Stories of Change” competition 

●​ GREAT PLACE TO WORK accreditation since 2023 
 
A. Roles & Responsibilities  
As a Senior Associate - Fundraising and Donor Engagement, will work closely with the 
Manager - Fundraising and Donor Engagement and collaborate with programme, M&E, 
finance, sponsorship, and communications teams to ensure timely and high-quality 
execution of fundraising processes.  

 
1. Donor Research & Pipeline Management 

●​ Research fundraising opportunities across CSR, grant-making foundations, and 
individual philanthropists 

●​ Develop and maintain a structured database of prospective donors 
●​ Track proposal deadlines, donor guidelines, and compliance requirements 
●​ Maintain and update CRM platform (IdliStack - Tech4Good) with accurate donor 

data 

 



 

●​ ⁠Maintain follow-up trackers and support the Manager in monitoring pipeline 
progress 

 
2. Proposal Development & Documentation   

●​ Draft detailed funding proposals in collaboration with programme teams 
●​ Assist in preparing log-frames, budgets, and implementation plans 
●​ Customise proposals according to donor requirements and formats 
●​ Maintain a repository of proposal templates, past submissions, and supporting 

documents 
●​ Coordinate with M&E team to incorporate impact data and monitoring frameworks 

into proposals. 
 

3. Donor Reporting 
●​ Maintain a detailed reporting calendar based on donor MOUs and agreements 
●​ Coordinate with programme and finance teams to collect required inputs 
●​ Draft narrative reports, utilization reports, and progress updates 
●​ Compile photographs, case studies, testimonials, and impact stories for donor 

communication 
●​ Support preparation of end-of-year donor mapping documentation. 

 
4. Donor Engagement Support 

●​ Assist in preparing presentations, briefs, and meeting notes for donor interactions 
●​ Support in organising donor visits to project locations 
●​ Coordinate communication follow-ups with donors as a team with the Manager 
●​ Curate and disperse the monthly newsletter in collaboration with internal teams. 

 
5. Internal Coordination & Compliance 

●​ Coordinate closely with programme, M&E, sponsorship, and accounts teams to 
ensure timely data flow 

●​ Maintain documentation of grant agreements and fund utilization records 
●​ Ensure all proposal and reporting documentation is archived systematically 
●​ Respond in a timely manner to internal requests related to donor documentation 

 
6. Organisation-Level Responsibilities 

●​ Maintain high standards of data accuracy and documentation 
●​ Adhere to timelines and demonstrate strong follow-through 
●​ Support organizational fundraising campaigns and outreach initiatives 
●​ Stay updated on donor trends and funding opportunities in the social sector 

 
 

 



 

Qualifications  
Bachelor's degree in any related field with a minimum of 3 years of relevant work 
experience, including at least 1 year in fundraising. 

 
Skill Requirement 
●​ Excellent proposal writing, fundraising, and documentation skills  
●​ Excellent written, verbal, and telephonic communication skills 
●​ MS Office and English proficiency  
●​ Sound knowledge of the social sector 
●​ Outstanding time management skills  
●​ Team Player  
●​ Flexibility and adaptability  
●​ Ability to work with tight deadlines  
●​ Proactive and self-motivated  
 
Must-Have Mindset 
●​ Commitment & Integrity   
●​ Team Player with good interpersonal skills  
●​ Proactiveness, Flexibility and Adaptability  
●​ Ability to assimilate in local culture and way of life.  

 
Application Process 
1.​ Preliminary screening of profile 
2.​ Pre-work(s) 
3.​ Personal Interview  
4.​ Reference checks 
 
HOW TO APPLY?  
Click on the link to apply: https://forms.gle/fhiBoYadapZ4kZ9g9  

 

https://forms.gle/fhiBoYadapZ4kZ9g9

	A. Roles & Responsibilities  

