Hamline University in Saint Paul, MN is currently seeking a new Director of Advancement Operations.

The Director of Advancement Operations provides leadership to and oversight of the advancement operations area and reports to the Associate Vice President for Development. The Director supervises operations staff, ensures the integrity of gift entry, receipting and acknowledgement processes; fulfills data requests; oversees external reporting; and ensures best practices in the advancement operations area.

Development Operations is highly computerized. An advanced knowledge and experience in the use of various computer systems and proficiency with a wide range of software is an advantage, as is the ability to assist with creating downloads and developing reports.

Duties include:

- Oversight of acceptance, processing and acknowledgement of gifts and pledges, donor records and files.

- Oversight and revisions of policies and procedures relating to development operations

- Coordination of analytical reports, mailing lists and other requests by university areas.

- Oversight of donor lists for Annual Report and other recognition publications or events

- Oversight of maintenance of donor files and other gift-related records

- Coordination with Finance and Accounting to ensure proper credit of gifts and pledges received.

- Adherence to IRS guidelines pertaining to the processing and receipting of gifts.

Minimum qualifications

A BA/BS degree and at least 5 year of experience in higher education environment in the area of development, finance or accounting, preferably in management working with database system and processes. Ability to interpret and evaluate policies and procedures and analyze data; Attention to detail and accuracy; experience in the following is a plus: SCT Banner or other relational database software knowledge; experience with creating custom reports using software such as Crystal Reports; familiarity with CASE guidelines.

Application Information:

Send a cover letter, current resume and names and phone numbers of three references electronically to hujobs@hamline.edu or by postal mail to:

Office of Human Resources

Hamline University

1536 Hewitt Avenue

MS-C1904

Saint Paul, MN 55104

Review of resumes will begin immediately and continue until the position is filled.

EOE/AA

