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Position Title:

Advancement Administrative Assistant
Reports to:

Director of Advancement
Summary:

The Advancement Administrative Assistant, reporting to the Director of Advancement, will

support the needs of the Advancement Department, which includes the Director of Advancement,

Director of Annual Giving, Director of Alumni Relations, Auction Coordinator and Prospect Researcher. 

Position is 12-months, half-time (20 hours/week). Occasional nights/weekends for select events may be

required.

Key Duties and Responsibilities: 

· Assist with general clerical support for Advancement Department staff.
· Effectively assist donors and alumni via phone, email, and in person.

· Manage donation acknowledgement and stewardship process (sending thank you notes and other stewardship correspondence).

· Assist Director of Advancement with appointment scheduling, travel planning, board of trustee communications, and administrative duties. 
· Assist with filing all donation-related paperwork and maintaining organized filing

systems and binders.

· Perform database maintenance and clean up projects to improve data integrity and database performance.

· Perform mail merges and assist with solicitation and other department mailings. Work with mail house to ensure time sensitive mailings are sent.

· Provide administrative support for all Advancement special events (e.g. reunion, auction), including assisting with mailings, phone inquiries, event planning, in-kind gift tracking and other clerical duties as designated by staff. Attendance at selected special events is required and may require evening or weekend work.

· Track department expenses in budget monitoring system. Assist staff with budget reconciliation.
· Manage office supply inventory.

Education, Experience, Skills:

· Bachelor’s Degree.

· Proficiency in Microsoft Office Suite. Raiser’s Edge or other donor database experience a plus.
· Experience working in a complex office environment.

· Extraordinary interpersonal skills.
· Ability to maintain a high level of confidentiality.
· Keen attention to detail.

· Skill in coordinating and prioritizing tasks and projects.

· Ability to problem solve.

· Ability to follow detailed directions, but also to work independently and take initiative.
· Event planning experience a plus. 
· Experience working with individuals of diverse backgrounds. 

Terms of Employment: 

This is a 12-month, half-time (20 hours/week) position.


Marshall is an EOE. Candidates with diverse backgrounds are encouraged to apply.
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