
STERLING COLLEGE


Job Description
Advancement Coordinator
February 2017
Reports to: Director of Stewardship
Classification: This is an hourly (exempt) position, normal hours from 8 a.m.-5 p.m. Monday through Friday with overtime as needed.   

Sterling College Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.
· Demonstrate and articulate a personal Christian faith in Jesus Christ
· Exemplify and articulate the Sterling College Mission, Vision and Values
· Excellent verbal and written communication skills
· Committed to strong customer service and to enhancing a culture of excellence
· Proven ability to interact and communicate effectively
· Strict adherence to ethical standards and ability to maintain donor and strategic confidentiality

Responsibilities:
· Complete the gift receipting process and gift acknowledgement process in an accurate and timely manner
· Confirm matching gifts as received
· Balance gift receipting with the general ledger monthly in preparation for the audit and provide reports and materials as requested by the auditor
· Facilitate the processing of monthly ACH gifts
· Manage advancement donor database to ensure information is accurate and ensure capabilities of software is being utilized for fundraising effectiveness
· Perform data clean-up projects as time allows
· Update constituent information as received
· Oversight of and responsibility for Advancement Office software programs
· Know the capabilities of software used by the Advancement Office 
· Stay informed on new software developments 
· Provide periodic software training and support to advancement staff as needed
· Develop and provide weekly giving and capital campaign (when applicable) reports
· Support data preparation and ensure accuracy for mailings to constituencies, including for fundraising, marketing, alumni, athletics and special events
· Support the query needs of various campus partners, including advancement, marketing, alumni, athletics and academic offices
· Assist the Director of Stewardship to provide all annual and endowed scholarship information necessary for Sterling’s Financial Aid office
· Enter pledges into advancement database and assist Director of Stewardship with pledge reminders
· Assist in preparing data and materials for phone-a-thons
· Assist in preparing capital campaign materials and assist in the preparation of campaign meetings
· Manage student workers in consultation with the Director of Stewardship
· Assist in foundation and donor research
· Pick up mail and assist in other administrative tasks as needed by the department, including but not limited to:
· Fundraising administrative support of gift officers and other campus partners
· Special event administrative support
· Interact with donors and alumni via phone and email for address updates and other constituent updates

Education/Experience:
· Bachelor’s degree, preferred
· Demonstrated understanding of fundraising principles, preferred
· [bookmark: _GoBack]Experience with databases, preferred
· Proficient with Microsoft Office Suite
· Strong computer skills and ability to learn new software quickly
· Strong attention to detail
· Ability to multi-task, prioritize and set goals in a deadline-oriented environment
· Ability to interact and communicate effectively with donors, alumni and campus partners


*Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.

