
 
 

JOB DESCRIPTION 
 
JOB TITLE:     Gift Processing and Stewardship Coordinator 
FLSA STATUS:     Non-Exempt 
JOB STATUS:     Regular Full-Time 
DIVISION:     Foundation 
 
FULL-TIME POSITION AVERAGING 40 HOURS PER WEEK 
 
JOB SUMMARY:  The Data Entry Associate will be responsible for managing all aspects of gift processing, 
including data entry and acknowledgements. This position will also manage updates to database records 
to ensure clean, accurate information for all constituents. 
 
REQUIREMENTS: 
EDUCATION, CERTIFICATION, LICENSURE, REGISTRATION:  

1. Associates degree required. Bachelor’s preferred. 
2. bCRE (Blackbaud Fundamentals certified in Raiser’s Edge) preferred.  

 
SPECIFIC JOB DUTIES AND RESPONSIBILITIES: 

1. Process daily gift batches in a timely and accurate manner. 
2. Generate donor correspondence, including acknowledgement letters, tribute letters, and pledge 

invoices. 
3. Create and maintain constituent records as required, including but not limited to address 

changes, employment status, life status changes, etc. 
4. Scan and attach all pertinent gift documentation to constituent records. 
5. Run simple Queries and Reports to provide gift updates. 
6. Coordinate with Finance to ensure timely delivery of gifts. 
7. Team with Director of Data Operations to update procedures manual as needed. 
8. Communicate with HR regarding employee giving. 
9. Assist Finance with month-end and year-end reconciliation. 

 
EXPERIENCE, KNOWLEDGE, SKILLS and ABILITIES:             

1. Minimum 3 years in a fundraising office. Raiser’s Edge usage preferred. 
2. Working knowledge of Microsoft Office, with emphasis in high-level Excel usage. 
3. Excellent attention to detail required. 
4. Ability to manage and prioritize multiple projects and deadlines. 
5. Ability to be flexible and adaptable. 

  
REASONING ABILITY: 

1. Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. 

2. Ability to interpret a variety of instructions furnished in written, oral, or schedule form. 
  



INTERPERSONAL SKILLS: 
1. Must interact and communicate both verbally and in written form. 
2. Must interact and exchange information regarding patients with physicians and other 

departmental personnel, and outside agencies on a frequent basis while respecting the 
confidentiality of patient information. 

  
PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  

1. While performing the duties of this job, the employee is regularly required to talk or hear.  
2. The employee regularly is required to stand, walk, sit, use hand to finger, handle or feel objects, 

tools, or controls; and reach with hands and arms. 
3. Specific vision abilities required by this job include close vision and the ability to adjust focus. 

  
WORK ENVIRONMENT: 
The work environment described here are representative of those an employee encounters while 
performing the essential functions of this job.  
  
You may email your request to humanresources@carti.com or fax to 501.907.8375. 
  
DATE POSTED: Tuesday, August 21, 2018 
  
 


