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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00085

	Pay Grade:
	5

	Title:
	Advancement Services Clerk

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Advancement Service Clerk plays an important role in increasing the financial support to the University by keeping University Advancement’s database up to date with the most recent, accurate biographical and donation information available. This position involves two components - Donations processing and Biographical updating. As a key member of the University Advancement team, this position is responsible for making a positive commitment to University Advancement’s mission, vision and values and principles: Integrity, Quality, Respect, Service, Strategy and Teamwork. Some evening and week-end work as well as travel may be required.

	Purpose and Key Functions:
	· Prepare batches by reviewing and sorting donations on hand, both Canadian and Foreign gifts, and group them by payment type such as cheque, cash, credit card, payroll deductions, gifts in kind both assets and property, securities transactions, insurance premiums, corporate cheques and bequests from individual donors, alumni, corporations and foundations.

· Review pledges to determine when the pledge begins, how the donor wishes to pay such as future pledge reminder or a variety of automated banking methods like pre-authorized chequing and credit cards, and the total pledge amount.

· Perform financial analysis when balancing major fundraising.

· Process gifts whether they are donated through mail, online via website, faxed, emailed, hand delivered, through events and memorial services via specific and detailed instructions.

· Upload biographical data by creating new batches each day to upload changes obtained by the annual giving phone centre and updates done directly on the alumni web community website while ensuring they are accurate and reflect all biographical policies and procedures.

· Perform a treasury function by ensuring that all processed cheques and credit cards are recorded in the University’s on-line cashier system, and deliver the required paperwork to the cashier’s office.

· Ensure all rules and regulations are in accordance with Canada Revenue Agency and Cash Control Policy.

· Produce daily batch reports on all donations processed, reconcile receipt totals to computer inputs to cash, cheques and credit card transactions deposited with the University’s central cashiers.

· Generate receipts, acknowledgement letters, and pledge reminders by loading database extracts into Excel spreadsheets and merging with Word documents to create various document formats such as charitable tax receipts, personalized donor acknowledgement letters, pledge reminders for donors on pledge, and follow-up documents for donors who are delinquent.

· Responsible for the accuracy of data collected from a variety of sources such as tracing lost Alumni projects, the Alumni Website automated uploads, phone centre communications with alumni, mailed in entity responses, newspaper announcements and campus-wide McMaster University staff submissions.

· Provide administrative support and prepare progress reports for a variety of projects.

	Supervision:
	· Provide assistance to the supervisor, as required, in training and ensuring new staff adhere to standards and work tasks.

	Requirements:
	· 1 year Community College diploma in Office Administration, or relevant field of study.

· Requires 2 years of relevant experience.

	Assets:
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	Additional Information:
	     


