TEXAS A&M UNIVERSITY-COMMERCE

Position Title:  Coordinator of Gift Processing
Code:  

Department:  Advancement
Status:  

Reports to:  Director of Advancement Services
LSA Status:  Non-Exempt
Date:
06/22/06
PURPOSE OF POSITION:

This position has significant responsibilities in the areas of data and gift entry to ensure that all cash gifts, stock donations, and pledges are accurately recorded in the Raiser’s Edge database and reconciled with the Financial Office.  

ESSENTIAL FUNCTIONS:

1. Coordinates and prioritizes day-to-day gift processing activities and ensures accurate processing and stewardship of gifts.
2. Supervises the accurate processing of checks, credit cards, and electronic funds transfers for unrestricted and restricted gifts, including all Alumni Relations deposits and expenditures.  
3. Reconciles batches with Raiser’s Edge (RE) and prepares batches for daily deposit.
4. Communicates with Director of Advancement Services to ensure accurate processing of gifts and to ensure financial integrity and accuracy.  
5. Communicates with Director of CTIS to resolve technical problems or adjustments that must be made to ensure accurate processing of gifts in MicroCash (bank draft contributions). 
6. Coordinates monthly employee payroll deductions (Bridge Builders) with Payroll Supervisor, reconciles batch, and makes monthly deposit.  
7. Processes special handling of non-routine deposits.
8. Records donors’ pledges in RE and maintain campaign pledge files.  
9. Tracks outstanding pledges and produces pledge reminder letters to donors and reports as appropriate.  Provides pledge payment forecast reports to Director of Advancement Services.  
10. Adjusts gifts and pledges as directed by the Director of Advancement Services.  

11. Updates biographical data in RE as provided by constituent’s information on checks and/or correspondence.  
12. Responsible for overseeing the Foundation excellence accounts and assisting departmental offices with the expenditures from these accounts, to include credit card transactions, internal purchases, external purchases, and budget transfers.  
13. Tracks expenditures and submits quarterly reports of grants awarded through the Foundation to departments and colleges.  
14. Prepares and maintains the Foundation operating budgets.  

15. Purchases and maintains office supplies for the Advancement Services office, to include office inventory and postage.  
16. Assists in handling telephone calls and emails, as well as providing customer service to alumni and constituents.  

17. Maintains confidentiality regarding all gifts through the Foundation and other office assignments.  
18. Assists the Director of Advancement Services and the Vice President for Institutional Advancement with special events and other duties as deemed necessary 

MARGINAL FUNCTIONS:
Marginal functions will vary with the specific assignment and depend on the particular unit or function for which the person is responsible.  Consideration will be given on a case-by-case basis and reassignment of marginal duties will be made when appropriate.  
KNOWLEDGE & SKILL REQUIREMENTS:

Requires a bachelor’s degree or a minimum of (5) years experience as an administrative assistant, preferably in higher education.  Extensive computer software experience including, but not limited to Microsoft Word, Excel, and PowerPoint.  Knowledge of in-house software designed for Foundation and alumni tracking/programming.  Knowledge in general accounting principles, business communications, spelling, punctuation, and office procedures.  Ability to act independently and make decisions as required in the absence of the Director for Advancement Services.  
SUPERVISION OF PERSONNEL:

Supervises the graduate assistants and student workers in the office of Advancement Services. 
PHYSICAL / MENTAL / ENVIRONMENT:
Physical Demands:  Normal office activity of sitting, standing, walking and carrying.

Environment/Hazard demands:  Pleasant working conditions, may deliver information across campus in emergencies. Regularly works with confidential information, where disclosure could impact long-term/legal action.  

Normal Ambulatory Requirements:  Ability to move in and around personal work space and to and from other areas of the office or building using wheelchair or other aid to attend meetings, deliver/retrieve materials, conduct interviews or other activities outside of personal work space.

Normal Cognitive Requirements:  Ability to learn, remember, and integrate rules, policies, or practices guiding the performance of an activity. Ability to work through sensitive and confidential issues, perform advanced tasks and works with internal and external individuals.  Summarizes data/may delegate, lead role on projects.  Performs a wide variety of administrative tasks and prepares various reports.  Acts independently or with very general direction.  Errors may cause significant disruption.

Normal Speech/Communication Requirements:  Ability to communicate verbally with supervisors, co-worker and students to gather information and/or explain procedures.

Normal Written Communications Required: Ability to continually record information such as draft correspondence/reports/documents/policies/procedures, conduct interview and record information, prepare case narratives, or prepare other lengthy documents using handwritten or mechanical means.

Normal or Corrected Reading Vision Required:  Ability to read with attention to detail.

Marginal Auditory Requirements: Ability to hear and understand speech on a limited basis with use of amplifying equipment/hearing aids.

Travel Demands:  Some travel required.  May assist with off-campus events, meetings, etc. 
Lifting Demands:  May lift office equipment and supplies on occasion.
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This is not a complete itemization of all facets of this position.

This job description is not an employment agreement or contract.  The University has the exclusive right to alter this job description at any time without notice.
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