
JOB DESCRIPTION

POSITION TITLE



Gift Coordinator






REPORTS TO:



Director, Data Services

PRIMARY FUNCTION: 
Process, enter and balance all gifts to St. Olaf College and send acknowledgment of gifts to donors.

AREAS OF RESPONSIBILITY:


1. Record and process all gift revenue to the college into Millennium database including cash, credit card transactions, stock, gifts in kind, wire transfers and internal transfers.


This now includes doing all the same type of  processing of the Sing for Joy gifts.

2. Using Authorize.net, process all credit card charges for gifts and pledge payments including verification and settlement through our merchant account with Wells Fargo.  Also process the charges for Sing for Joy and special events such as concerts or St. Olaf Golf Classic.  

3. Balance all entries in Millennium by tender type received and deliver to the Business Office prior to their daily closing.  If Sing for Joy gifts were processed, this is a separate set of reports that are run.

4. Generate daily reports using the Internet Report Writer and Crystal programs.

5. Generate daily gift receipts, stuff and mail to donors.  Generate Sing for Joy receipts, print, and send over to Sing for Joy staff along with copy of report and back-up data.
6. Work with the Business Office to create and assign numbers for new accounts.  Determine appropriate codes before turning over to Millennium Maintenance to add number to Millennium.
7. Prepare tax forms for stock and property gifts.

8. Supervise student/temporary work staff in entering gifts, mailing receipts and processing matching gift forms.

9. Process matching gift forms to be sent to matching companies.  Enter matching gifts on donor company record and donor individual records and notify the individual donors that their matching gift has been received.  File pertinent information.
10. Balance all statistical data from daily transactions for the month.

11. Work as a team player in and across departments and constituencies in assisting with special events.

12. Perform related duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Supervises 5-10 student work hours per week.

CONTACTS:
Daily:  VP – Advancement, P.G.O. Staff, Business Office and Records Secretary.  Monthly:  Payroll Staff.   Less Frequently:  Outside donors and Matching Gift Companies.

EDUCATION: 
Essential:
Minimum of High School education with Vo-tech or some college preferred. 


Desirable:


EXPERIENCE:
Essential:
One to two years previous experience. 


Desirable:


KNOWLEDGE, SKILLS, ABILITIES:

Should be extremely accurate, detail oriented, service oriented and well organized.  Possess problem-solving and analytical abilities and willing/able to learn new software applications.  Knowledge of Microsoft software programs necessary.

PHYSICAL DEMANDS:


WORKING ENVIRONMENT:

Normal office environment

WORK SCHEDULE:
FTE:  Full-time

APPROVAL:                                                 Jackie Henry, Director of Advancement Services

DATE:




April 17, 2009

