STERLING COLLEGE

Job Description
Stewardship and Advancement Administration Coordinator

Reports to: Vice President for Institutional Advancement and Alumni Relations

Classification: Fulltime, hourly, normal hours from 8am – 5pm Monday through Friday with overtime as needed

Description: The Stewardship and Advancement Administration Coordinator (SAAC) will be the “first and consistent voice” when donors interact with the College and the Office of Institutional Advancement and provide management of Office of Institutional Advancement initiatives and programs. The SAAC manages the planning, development, and coordination of daily activities within the Office of Advancement including donor stewardship, annual giving, research, communications, events, and data management oversight, reporting and analysis.

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.
· Demonstrated understanding of fundraising principles
· Proven ability to interact and communicate effectively
· Strict adherence to ethical standards and ability to maintain donor confidentiality

Responsibilities:
· Administration – monitor and improve the professional appearance, atmosphere and customer service of the Office of Institutional Advancement. Maintain the office supplies, mail, and other administrative functions.
· Stewardship - manages the stewardship of donors for advancement and the College, proactively identifying gaps and methods of improvement. Manages the endowed and annual scholarship programs, working with Financial Aid and other campus partners. Manages recognition programs (Cooper Society, Kelsey Society), timeliness and accuracy in the delivery of gift acknowledgements and reports, execute gift policy guidelines and protocols/procedures to ensure data and stewardship integrity.
· Annual Giving - Supports the annual giving function and programs including donor messaging, segmentation, queries, portfolio tracking, reporting, and fundraising effectiveness. Coordinate the ordering of materials and mailings, both internally and with external vendors.

· Special Events - supports the centralized special event management for campus. Oversee and develop guest lists and mailing lists for events and communications with constituents.
· Data Analysis and Management – Create and manage a robust donor and giving metrics/performance tracking and analysis system. Oversee gift records and database management, providing quality of process and results. Perform donor prospect research and wealth discovery at the request of VP/gift officers. Support VP to manage the workflow to maintain proper moves management process.
· Coordinate the arrangements for visits of prospects and donors to the campus and for meetings with College administrators; suggest such meetings as necessary.
· Coordinate donor visits/trips for the VP and Director of Development

Education/Experience:
· Bachelor’s degree preferred or equivalent experience
· 2-3 years administrative experience
· 2-3 years of experience working in a fundraising environment
· Demonstrated understanding of fundraising principles
· Proven ability to interact and communicate effectively
· Proficient with Microsoft Office Suite
· Ability to multi-task, prioritize and set goals in a deadline-oriented environment.
· Strong attention to detail
· Experience or ability to learn working with a donor database software system
· Excellent verbal and written communication skills.

Essential Job Functions:

· Must be able to push, pull, and lift, up to a minimum of 25 pounds
· Must be able to walk up and down stairs
· Be able to coordinate movement of the fingers and hands as well as have the adequate dexterity and strength to complete tasks
· Be able to use upper extremities to frequently press against something with steady force in order to thrust forward, downward, or upward
· Frequently bend body downward and forward by bending spine at the waist
· Be able to stand and move about regularly
· Be able to sit for long periods of time.

*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 our without notice.
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