CHARLOTTE COUNTRY DAY SCHOOL

POSITION TITLE: 
   Gift Processing Specialist
 

DEPARTMENT: 
      Advancement 

REPORTS TO:           Director of Advancement Services 

FLSA:  
 
      Non-Exempt  

TERM:  
                       Full time

Founded in 1941, Charlotte Country Day School is a JK-12 day school, with over 1,660 students that hosts an annual budget of $40 MM. As the first private school in the Charlotte area and a premier academic institution in the United States, Country Day is committed to developing fully the potential of every student through excellence in education by fostering intellectual curiosity, principled character, ethical leadership, and a responsibility to serve. 

+Position Summary:  Charlotte Country Day School seeks an advancement professional with experience in gift processing. The Gift Processing Specialist will contribute directly to the development of the relationship with the donor by ensuring prompt and accurate processing of the gift and acknowledgement letter, flagging opportunities or concerns to the Director of Advancement, and at times dealing directly with the donor to complete payment of their gift. The ideal candidate must display a natural curiosity, be customer-service oriented, highly organized, detailed-oriented, and able to work both independently and as a team player.  

Core Responsibilities
Gift Entry

· Receive and enter all Annual Fund, capital, endowment, and restricted donations via mail, e-mail, online giving, stock transfer, wire transfer and matching gifts
· Process gifts/pledges to reflect commitment by end of next business day
· Code all checks and scan checks $10,000 and above
· Process credit card gifts in DiamondMind
· Prepare Cash Receipts Journal and deposit for the Finance Department
· Process matching gift forms, track receipt of matching gift forms through Actions, and send e-mail reminders as needed
· Communicate regularly with staff regarding donor questions, concerns, need for reminders/follow-up

· Work with Director of Advancement Services to manage coding and documentation of all gifts

· Coordinate with donor and/or broker to execute all stock transactions 
· Process quarterly pledge reminders for all pledges.  
Acknowledgement

· Prepare gift acknowledgement letters for all pledges and gifts received:  Annual Fund, Capital, Endowment and Restricted Funds

· Acknowledge families of memorial gifts and acknowledge honorees of honorariums
Communication

· Assist in the development and dissemination of information related to the processing of gifts: stock and wire transfer information, online giving process, tax deductibility, recognition, matching gifts, pledges and pledge payments, etc.

· Assist Advancement staff in keeping all gift language and information on the website and print materials

Business Office Coordination
· Prepare end-of-month reports for the Chief Financial Officer (and as needed throughout the month)
· Prepare pre-audit and audit reports as requested by auditors
· Complete INDEX report and 990 reports on behalf on Charlotte Country Day School
Tracking and Reporting

· Regularly track totals for all funds: cash, pledges, write-offs
· Assist staff members with running queries, Crystal reports and other reporting tools
· Work with the Director of Advancement Services to produce year-end reports for Advancement and Finance Office
· Prepare all donor lists for the Annual Report
Education, Experience and Skills: 
· High school diploma or equivalent required; college degree preferred 

· 3+ years’ experience in non-profit gift processing
· Experience using a non-profit Advancement tool, such as Blackbaud’s Raiser’s Edge and Crystal Reports, preferred
· Basic understanding of accounting principles and CASE Reporting Standards & Management Guidelines
· Analytical, well-organized and a strong critical thinker
· Ability to be flexible in a fast-paced work environment, work collaboratively within team and meet deadlines
In order to provide equal employment and advancement opportunities to all individuals, employment decisions at Charlotte Country Day School will be based on merit, qualifications, and abilities. Country Day does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age, disability, or any other characteristic protected by law.  
