Classification: Chief Clerk

WIU Foundation & Development Office

FUNCTION - The principal function of the position, under limited direction, is to manage data stored for accuracy, and to perform a variety of data entry, accounting, clerical,  and supervisory functions in processing gifts and pledges for the WIU Foundation and Development Office.  It also serves as a resource for assisting administration, faculty and staff in retrieving general information.  Performance of these duties requires the use of judgment, personal initiative, and the ability to use the FAL database, word processing, and other software packages.  Additional necessary skills include the ability to handle multiple responsibilities at once, establishing priorities, supervisory responsibilities, and selecting and assessing and developing procedures within the position to enhance the overall effectiveness of the job.

ORGANIZATIONAL RELATIONSHIPS - This position is performed within the WIU Foundation and Development Office, and provides assistance to the administrative staff including the Vice President for Advancement and Public Services, the Director of Major and Planned Gifts, the Director of Annual Giving, and reports to and is supervised by the Director of Foundation and Development Services. This position is responsible for the hiring, evaluation and training of the clerk position.

DUTIES AND RESPONSIBILITIES 

Essential
25%   1.Fulfills job responsibilities of the clerk in his/her absence with authority to delegate


responsibilities to other staff and student employees which primarily includes recording


pledges and contributions on the Foundation Alumni system (FAL) on-line system.


Performs theses duties in conjunction with Clerk during peak times.  Applying independent,


accurate and sometimes complex coding decisions are  essential.  

20%
2.
Assists with selection, trains and evaluates the Clerk position in the area of gift and pledge processing. Directs the Clerk’s work assignments to ensure responsibilities are prioritized and maintained at a satisfactory level. 

12%
4. Maintains the integrity of the continually expanding FAL database that 


currently supports more than 115,000 records.  Maintains the accuracy of data 

loaded on the FAL, and supervises staff in the operation of loading information 

in a consistent manner. 

12%
5. 
Generates and personalizes gift acknowledgment letters for all gifts of $250 + 

for the Vice President of Advancement and Public Services. Closely scrutinizes 

the gift and donor information to ensure the details are acceptable and accurate. 

6%
6. 
Supervises, plans, organizes, prioritizes, and coordinates the work of student 

employees when accessing the FAL on-line system and on policies and 


procedures in the area of gift and pledge processing. 

5%
7. 
Generates weekly campaign pledge reminders for “major donors” and 


examines each one individually for discrepancies before mailing to donors. 

When 
discrepancies are discovered, donor gift history is researched and pledge 

reminders are corrected on the FAL database. Pledge reminders requiring 

changes are corrected in Word immediately and mailed to donors. 

5%
8. 
Serves as the primary contact for donors who contact the Foundation to inquire 

about the status of, and/or discrepancy with their gifts.  This position speaks 

directly with the donor to rectify the situation in a cordial and timely manner. 

3%
9.
Serves as a member of the Information Management Team, which meets bi-

weekly to examine and recommend ongoing enhancements and modifications to 

strengthen the FAL system in effort to address problems and to streamline job 

responsibilities. Consults with Foundation, Alumni and UIMS staff regarding 

recommending priorities for system improvements and notifies supervisor and 

UIMS of any breakdown or computer failures. 

3%
10.
Communicates with Foundation, Development and Alumni staff regarding all 

UIMS completed enhancements to the FAL system.  Actively involved in 

maintaining the FAL system file guide.

2%
11.
Maintains records of local and state payrolls to the FAL. Submits payroll TSO jobs bi-weekly, semi-monthly, and monthly. Notifies Payroll Office when a change is made, a revocation is requested, or a new payroll deduction card is submitted to the Foundation.  This includes adding, deleting, and adjusting payroll pledges based on donor preferences including “high volume” annual appeals for WAC, PAS, WIUM, and Civil Service Scholarships. Also, initiate inactive employment status letters to former employees with existing payroll pledges on the FAL.

2%
12.
Records matching gift donations with all required and pertinent information. Completes donor matching gift forms and mails to complying companies and/or submits company confirmations via the Internet.  Loads pending matching gift receipts. Corresponds with the companies providing information upon their request.

1.25%
13.
Creates merge file documents in Word to run monthly memorial 



correspondence to the Foundation’s “point of contact” to inform them of gifts 

received, correct or generate duplicate receipts, and corresponds directly to 

donors who send unsigned checks. 

1%
14.
Records all gift-in-kind (GIK) contributions on the receipt file and records GIK pledges and receipts for Western Athletic Club, and Performing Arts Society.  In addition, provides the Property Control Office with a monthly updated report, and compares the monthly report to a cumulative gift report for discrepancies. 

.5%
15.
Maintains inventory of paper forms (receipts and pledge reminders) and supplies, and executes the order of inventory for the area of gift and pledge processing.  Communicates with staff in Morgan Hall in a timely fashion to ensure supplies are available for the run of nightly computer jobs, and coordinates the delivery of new supplies to Morgan when inventory is low. 

Marginal 

.5%
1.
Creates and maintains the Foundation Campaign File prior to the new fiscal year which begins July 1, and, on an as-needed-basis throughout the year.

.5%
2.
Maintains daily, weekly and monthly computer printouts on receipts and pledges to the Foundation. 

.5%
3.
Submits jobs to generate donor profile reports which include giving history, for development staff and donors upon request. 

.25%
4. 
Acts as back-up when the Accountants are out of the office or on vacation so 

that daily reports are distributed; batch goes to the Business Office; and daily 

reconciliation of pledge processing entries are completed. 

.25%
5. 
Performs other duties as assigned. 

KNOWLEDGE REQUIRED FOR THE JOB - This position requires a working knowledge of the WIU Foundation and Development Office, and the Alumni Office and its functions.  In addition, an in-depth knowledge of the FAL on-line database system, word processing, foundation accounts, and  computer printouts of contributions to the Foundation. Essential qualities needed for this position include excellent communication and leadership skills when dealing with internal and external constituents.  This position requires expertise in maintaining the integrity and accuracy of data stored on the FAL on-line system.  The ability to plan, organize, and prioritize methods by which assigned tasks are completed with successful end results is a must.  One must have the ability to work independently, with minimal supervision in carrying out the functions as noted above.

RESPONSIBILITY
1.
Supervisory Control

A. Counsels and directs staff, administration and student employees on major decision-
making in the operation of and updating of data on the FAL.  There is supervisory 
control as this position requires the ability to plan, organize and prioritize the workload 
for self and the clerk position in the area of gift and pledge processing.  This position 
requires initiative and organization on an independent basis.


B. Assigns and reviews work, provides instruction, determines priorities, sets deadlines, 
and maintains student employment timecards. 

2.
Guidelines - There are guidelines to follow for the Foundation Alumni System (FAL) and TSO.  The file guide for the FAL is updated by the Chief Clerk, in cooperation with UIMS. 

DIFFICULTY
1.
Complexity - Exercises quality leadership and supervisory techniques with staff, faculty administration, students, friends and donors.  A high level of expertise is needed in order to manage the maintenance of the FAL on-line system, and to supervise support staff in this area.  The person in this position must possess a good working knowledge of the overall Foundation operations.

2.
Scope and Effect - The sources of the FAL on-line systems and various duties of this position require a high degree of confidentiality due to the nature of the information maintained.

PERSONAL RELATIONSHIPS
1.
Personal Contacts - Contacts are made daily via the phone or in person with 
faculty, staff, students, alumni, donors and members of the Macomb region and 
community.  These contacts are to be treated cordially and in a timely manner with an effort to accommodate their needs.

2.
Purpose - It is necessary to maintain open and friendly working relationships with all offices on campus.  Visitors are to be treated cordially and provided appropriate information.  Public contact is very important in this office with donors, faculty, students, alumni and the overall community.  Positive public relations must be maintained with Foundation Board members and donors to the WIU Foundation.

ENVIRONMENTAL DEMANDS
1.
Physical Requirements - This position works with on and off-campus offices in 
gathering information.  The majority of the work is executed at the employees work station.  Strenuous duties are not a regular part of this position. 

2.
Work Environment - Very pleasant work surroundings and atmosphere.  A 

positive attitude and a willingness to work with others is a must. Care must be exercised in protecting cash/checks and confidential material when away from work station. 
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