
THE THACHER SCHOOL
Ojai, California

Gift Administrator
Founded in 1889 by Sherman Day Thacher, The Thacher School serves academically talented students 
from 24 states and 9 countries in a rigorous college preparatory experience. Fifty-five percent of students 
identify as people of color. The faculty and students live and work closely together on a 427-acre campus 
nestled in the foothills of the Los Padres National Forest in Ojai, California (85 miles north of Los 
Angeles). Honor, fairness, kindness, and truth are the cornerstones of School life. Together, the school 
community commits to the belief that demands in the academic classroom, when combined with those of 
mountains and horses, of sports and the arts, produce independent minds, strong bodies, and powerful 
character. The School enrolls 260 students, has an operating budget of $25 million, and an endowment of 
$198 million.

Department: Alumni and Development Department
Position: Gift Administrator
Reports to: Assistant Director of Development Operations
Status: Full-Time, Non-Exempt 
Compensation: $60,000; Eligible for benefits package including Medical, Dental, Vision, Retirement, etc.
To Apply: Submit a cover letter and resume to jobs@thacher.org with the subject line “Gift 
Administrator”

The Gift Administrator is a member of the development support team and is central to the School’s
ability to achieve goals for alumni and donor relations, annual giving, and major gifts efforts.
Responsibilities include data entry and maintenance of gift information in the Raiser’s Edge database,
the running of standard gift reports, receipting gifts, creating new donor records and updating donor
contact information, management of office upkeep and supplies, completing various administrative office
tasks, and other projects as directed by the Director of Development Operations. Sensitivity to
confidential information is required as well as an ability to interact with internal and external constituents
with a donor centric mindset. Some nights and weekends required. This position is not eligible for hybrid
or remote work.

Responsibilities:
A. Work closely with the Director of Development Operations to:

a. Process all donations via gift batch in a timely and accurate fashion, adhering to the
development turnaround policy and best practices, with attention to accuracy and detail



b. Run and distribute daily Donation Report for development staff, and Cash Receipts report
for Business Office

c. Print and mail receipts for all gifts within two business days of deposit
d. Manage the signing of all acknowledgment notecards and letters including the production

and mailing of IHO/IMO notification cards, as gifts are received
e. Create new records in the database for new constituents and update contact information

for donors as notified via gift backup, email, USPS Address Service, or returned mail
f. Manage the processing and mailing of quarterly pledge reminders
g. Maintain knowledge of all campaigns, funds, and appeals for correct data entry of gifts
h. Support the printing and mailing of all development solicitation letters
i. Assist with monthly and quarterly gift reconciliation projects
j. Assist with database cleanup projects
k. Balance multiple tasks and projects while delivering quality work on schedule
l. Maintain confidentiality of constituent information

B. Provide general office support to the development office
a. Order and inventory office and event supplies
b. Management of office upkeep and organization including filing of records in keeping with

office and business standards
c. Assist with credit card receipts for departmental leadership
d. Manage office and database procedures and processes
e. Support moves management entries as needed
f. Support in-house mailings including list pulling, mail merges, printing, and postage needs
g. Other duties as assigned by the Director of Development Operations

Skills & Qualifications:
● 1-3 years proven ability with Raiser's Edge or other similar CRM reporting system
● 1-3 years of experience processing donations in a CRM system
● 3+ years work experience in an office environment
● An outstanding commitment to accurate data recording and reporting
● Ability to manage multiple projects and responsibilities at the same time
● Proficiency in Word, Excel, and Google
● Discretion with handling confidential information
● Familiarity with a non-profit environment ideally in education
● Comfort with a fast-paced office
● A desire to be accountable, take on additional responsibility, and to learn and grow
● Portrays a team player and donor centric mindset

Must be available to work occasional evenings and weekends as needed, year round. This is an 
in-person position. 

The Thacher School is dedicated to providing equal opportunities to all individuals regardless of 
race, color, religion, ethnic or national origin, gender, age, disability, sexual orientation, gender



identity, gender expression, veteran’s status, or any other factor that is a prohibited
consideration under applicable law.




