
Alderson Broaddus University 

Office of Institutional Advancement  

Gift Processor / Administrative Assistant  

 

Position Overview: The Gift Processor is responsible for the implementation of an internal 

comprehensive gift accounting system which includes the processing of daily gift batches, 

production of gift receipts, and individualization of acknowledgement letters in Raiser’s Edge. This 

position also includes responsibilities for accurately processing sensitive information in connection 

with gifts received for the support of the University, updating of donor information, timely 

acknowledgement to donors, and reporting to internal parties. The successful candidate will 

perform all functions with a high degree of accuracy and confidentiality. Administrative assistant 

tasks will be assigned as needed. The position will report directly to the Vice President of 

Institutional Advancement and is a full-time hourly position at 37.5 hours.  

  

Essential Responsibilities and Duties:  

 Daily processing of gifts from individuals, corporations, foundations, and organizations in a 

timely manner. (Online giving, recurring gifts, payroll deductions, matching gifts, etc.) 

 Analyze gifts to determine appropriate campaigns, funds, appeals for each gift to be 

processed.  

 Evaluate, sort and total all gifts made to the University in order to create daily gift batches 

and generate reports for the business office. 

 Produce gift receipts and individualize acknowledgement letters for gifts received in a 

timely and accurate fashion.  

 Add new constituent records to the database as needed, analyze information and populate 

all appropriate data fields where information is available.  

 Protect and enforce the privacy of donor records, including the management, organization, 

and security of donor files.  

 Assist in defining and documenting policy and procedures for gift recording and reporting.  

 Perform related duties as assigned, as well as supporting other business and administrative 

activities of the office.  

 

Required Knowledge, Skills, and Abilities:  

 Attention to detail 

 High degree of accuracy  

 Ability to maintain confidentiality  

 Possess strong verbal and written communication skills 

 Demonstrated experience to successfully maintain positive interpersonal relationships 

 Demonstrated experience to successfully use a variety of computer software applications 

 Typing and spelling competency 

 Ability to work independently and as a part of a team 

 

Preferred Qualifications: 

 Experience with database software. (Raiser’s Edge or equivalent) 

 Associate degree or higher in a related field or 3 years of office work experience. 

 Proficiencies in Microsoft Word and Excel. 


