WORLD NEIGHBORS

POSITION DESCRIPTION

POSITION TITLE:
Donor Services Associate (DSA)

DATE:  
October 2010
FLSA STATUS: 
Full-time/non-exempt

REPORTS TO:
Annual Giving Coordinator

POSITION SUMMARY:  This position is responsible for maintaining and overseeing the organization’s electronic donor database, with key functions that include gift and personal information data entry, and gift receipting and donor acknowledgment processes (thank-you letters and tax receipts). 
DUTIES AND RESPONSIBILITIES:
1. Gift administration – leading the process of accepting, recording and acknowledging all gifts, by:

a) opening and distributing the organization’s mail. 
b) preparing detailed deposits and accurately accounting for all contributed funds in coordination with the finance and resource development departments

c) posting donations to donor files in the donor management database

d) maintaining donor and other files in donor management database, adding names and addresses, updating addresses and other information, adding/changing codes and notes, noting personalization preferences and performing related tasks on a timely basis as directed and required

e) ensuring the timely acknowledgment of gifts by printing custom letters and envelopes, and obtaining appropriate signatures in an expeditious manner

f) communicating frequently with both donors and staff team members to ensure donor intentions are met and that gift coding processes are appropriate and effective 
ADDITIONAL RESPONSIBILITIES:

· perform other duties and projects as required by management

WORKING CONDITIONS:

· normal office environment
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