
 

 

 
MANAGER 1, GIFT COMPLIANCE 
 
Eastern Virginia Medical School (EVMS) in Norfolk, VA is an academic health center dedicated to achieving excellence in 
medical and health professions education, research and patient care. We strive to improve the health of our community 
and to be recognized as a national center of intellectual and clinical strength in medicine. As one of the nation’s only 
academic medical centers founded and funded by its local community, EVMS serves as an integral community partner to 
industry organizations, academic institutions, health-care entities and area municipalities, while also being a primary 
economic driver and health-care workforce developer for the Hampton Roads region. For more than 40 years, EVMS has 
translated research and discovery into better patient care, and served as a catalyst for the region’s medical renaissance. 
Today, along with educating physicians, we offer health professions programs designed to meet emerging health-care 
needs, as well as the demands of an ever-expanding health-care job market that affect lives around the block—and 
around the world. 
 
THE OPPORTUNITY: 
The Manager of Gift Compliance is a key member of the Office of Development and Alumni Relations staff and is 
responsible for creating and maintaining compliance policies and procedures for the spending of philanthropic dollars 
from the EVMS Foundation.  This individual manages and directs the development auditing process regarding spending 
of funds in all departments and levels at EVMS.  The Manager of Gift Compliance provides appropriate spending 
guidelines and plans to assist departments and programs in complying with set standards, and assists Development 
leadership in developing and updating EVMS Foundation policies and procedures to assist in spending.  Work schedule 
will require weekends, evenings, and extended hours as needed. Ability to meet deadlines and work independently 
required. 
 
QUALIFICATIONS: 
Bachelor’s Degree or equivalent, plus three (3) years’ of related experience is required.   Previous development, donor 
relations and/or accounts compliance experience and/or a background in a non-profit, higher educational institution, or 
medical environment are preferred. Documented customer service experience; strong organizational skills including 
record keeping; detail oriented; proficiency in Microsoft Office including Microsoft Word, Excel, Outlook, and 
PowerPoint. Experience with fundraising databases; Raiser’s Edge database a plus. 
 
CORE COMPETENCIES: 

 Ability to develop and maintain effective relationships with public, partners, customers, and co-workers; while 
working cooperatively and effectively with others to achieve common goals.  

 Ability to manage time and resources to ensure assignments are completed accurately and deadlines are met. 
Meets attendance/punctuality requirements. 

 Ability to adapt to changing work environments, work priorities, and organizational needs with enthusiasm and 
energy.  Takes independent action to address and resolve problems. 

 Ability to expresses ideas effectively and demonstrate sound judgment with regard to decision-making. 

 Ability to deal with others in a direct honest manner and comply with all EVMS policies and procedure.  

 Ability to calculate figures and amounts such as discounts, interest, proportions and percentages. Ability to 
apply concepts of basic algebra and statistical analysis.  

 



 

 

 
MANAGER 1, GIFT COMPLIANCE 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Recommend and define guidelines for donor funds spending compliance 

 Monitor and audit donor funds on an on-going basis for compliance with donor intent and in an appropriate 
amount of time.  

 Make appropriate spending plans for donor funds as needed, based on best practices that comply with donor 
intent.  Should funds no longer be utilized properly, work with the Executive Director of Alumni & Donor 
Relations on how to have fund documents updated for the fund to be useable. 

 Acts as the liaison between Development and Alumni Relations and departments across EVMS regarding 
progress, goals, and strategy towards reaching spending compliance of donor funds. 

 Acts as the primary liaison between the Development and Alumni Relations Office and the EVMS Foundation 
regarding all matters related to spending of donor funds. 

 Conduct fund audits in Raiser’s Edge to ensure all funds are properly entered into the database, and ensure 
proper documentation is attached. 

 Define and manage a review process for requests of funds from EVMS departments to the EVMS Foundation. 
This will provide standards and policies for EVMS departments to follow. 

 Improves and enhances the system of reporting to donors about endowment financials and fund utilization.   

 Collects data from departments to prepare annual stewardship reports for all endowed and restricted funds to 
be shared with donors. 

 Prepares and provides regular gifts received and spending reports to department heads to update them on their 
compliance with spending policies.  

 Prepares and provides regular reports to the Executive Director of Alumni and Donor Relations and the Senior 
Associate Vice President of Development and Alumni Relations on the state of donor fund spending; and makes 
recommendations as to goals and strategy for reaching compliance. 

 Collect department reports on their recent utilization of funds. 

 Create ad hoc donor and fund reports as needed such as individual giving history reports, fund sheets, and white 
papers. 

 Prepares and review all gift agreements in consultation with Development Gift Officers, the Executive Director of 
Alumni and Donor Relations, and the Office of General Counsel and oversees the agreement routing process and 
obtain signatures of finalized agreements. 

 Keep records of pending fund agreements up-to-date and on time. 

 Oversees class gift funds are received into the correct fund prior to fiscal year end. 

 Assist with alumni and donor relation events. 

 Performs other duties as assigned. 
 
Full details about the position, requirements, and applying for this position can be found by searching for Manager 1, Gift 
Compliance at this link: EVMS Careers  
 
https://www.evms.edu/about_evms/administrative_offices/human_resources/ 
  
EVMS is an Equal Opportunity/Affirmative Action Employer of Minorities, Females, Individuals with Disabilities, Protected 
Veterans, and Drug and Tobacco Free workplace. 

http://www.evms.edu/about_evms/administrative_offices/human_resources/jobs/staff_positions/
https://www.evms.edu/about_evms/administrative_offices/human_resources/

