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POSITION DESCRIPTION

GIFT ACCOUNTING AND ACKNOWLEDGEMENT ADMINISTRATOR

Department of Advancement Services

Office of Institutional Advancement

SUMMARY:

Responsible for the planning, development, and refinement of an internal comprehensive gift accounting program, which includes the processing, auditing, and acknowledgement of gifts in the Raiser’s Edge advancement data system (RE).  Responsible for the accuracy and consistency between gift records and the Colleges’ Controller’s records.  Maintain a matching gift program by monitoring corporate matching gift programs and RE corporate records.  Produce gift receipts and pledge payment reminders.  Train and assist the Acknowledgement and Records Associate and Student Assistants when appropriate and necessary.

RESPONSIBILITIES: 

· Plan, develop, and conduct internal financial, operational, and compliance audits to determine the adequacy of the Colleges’ system of internal control and compliance of the gift program.

· Develop policies and procedures for gift receipting, acknowledgement, gift notification, pledge reminders and other system-related function and processes.

· Maintain the highest degree of compliance with institutional policies and procedures as well as applicable federal, state and local laws and regulations.

· Conduct special investigations and make recommendations for improved controls, operating procedures, accounting records, and systems design.

· Work with the Business Office and perform special assessments and audits as needed.

· Meet regularly with the Business Office to reconcile gift account ledgers.  

· Create new fund codes by providing appropriate documentation to the Colleges Business Office for the formulation of new general ledger accounts. Confer with the Cashier in the Business Office regarding issues with deposits.
· Organize and direct the entry of RE pledges, gifts and payments, including those from the Athletic Departments, GSA, and other academic/administrative departments of HWS.

· As a facilitator, work with donors and their agents (attorneys, family members, and/or financial advisors) in processing bequests, stock gifts, gift-in-kind, and other special donations as appropriate.  
· Manage an up-to-date matching gift information database on RE and arrange for the receipt of matching gifts.  Create and maintain records for all matching gift organizations on the RE database.

· Support the stewardship program by producing receipts acknowledging donations and alert Advancement staff about significant gifts.  Produce information for and review all fundraising reports for external distribution (e.g., the Honor Roll) to assure accuracy.

· Holds primary responsibility for staying current on all government tax regulation concerning charitable gifts and maintains HWS gift recording and acknowledgment policies to the highest standard.

· For all acknowledgements, determine the correct level of personalization required based on research of existing records and through a network of knowledgeable individuals at the colleges.  Insure that, without exception, each gift received by the Colleges is acknowledged within 24 hours of receipt.

· Develop and support a system of communications with the Office of the President and the Business Office that provides highly personalized acknowledgment in a highly efficient manner with an exceptionally high degree of accuracy.  Use computer merges and downloads to create acknowledgement letters with accurate names, addresses, appropriate salutations, and gift designations.
· Coordinate with the Senior Editor, Communications and Gift Acknowledgement Associate to compile a comprehensive set of letters to be used for both Institutional Advancement acknowledgements and Presidential acknowledgements.
· High level of interplay and sensitivity to various offices and constituencies.

· Ability to think creatively and manipulate data to produce desired results by implementing queries in the advancement database to generate reports and lists.
· Develop a monitoring mechanism for all acknowledgements and analyze these results.

· Create computer records for new constituents and organizations including entering appropriate constituent codes, names, addresses, phones, email, and marriage/partner status relationships.
· Update constituent records to reflect current home and business addresses, zip codes, and occupation titles.

· Collaborate with the Biographical Records Administrator, Biographical Records Assistant, and the Acknowledgement/Biographical Records Associate to provide input on the development and implementation of new procedures and processes.  Participates in establishing best practices related to capturing biographical information during the gift entry process.
· Analyzes and oversees the timely and accurate production of donor acknowledgements, ensuring that as many as 200 responses will be mailed within 24 hours of receipt.

SUPERVISOR:  Director of Advancement Services

QUALIFICATIONS:


This position requires an individual with an exceptionally high level of organizational skills, an analytical mind, and is very detail-oriented.  Basic accounting skills are required and the ability to handle a high volume of work and to adjust to changing workload peak periods.

Confidentiality is critical.  Must also have a high measure of sensitivity to the personal circumstances of donors. The amount of customization required to fit various relationships is very important.    

Ability to be flexible and cooperative in a collaborative, fast paced, dynamic and sometimes stressful environment.  Thorough knowledge of computer spreadsheets and databases is critical and the personal commitment to become an expert and gain working knowledge in certain areas of the tax code is expected.  

College degree preferred, and a high level of experience requiring organizational skills is required.  In addition, the individual must be meticulous and constantly striving for perfection in philanthropic correspondence.  The position requires three to five years of related experience.

OTHER INFORMATION:

This is a full-time, 12-month, benefits-eligible administrative position.  Normal campus office hours of work are 8:30 a.m. to 5:00 p.m. during the academic year and a possible shortened workweek during the scheduled summer hours time period. This position description is not all-inclusive, as other tasks or responsibilities may be assigned. 
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