CSUN ANNUAL GIVING PROGRAM

Annual Giving Intern

Job Description

Reporting to the Director of Annual Giving, the Annual Giving Intern is responsible for all pledge, payroll deduction and matching gift tracking for the Annual Giving program. In addition, the Annual Giving Intern will work with two student assistants who support pledge/gift tracking and maintain program reports for the Annual Giving. The Annual Giving Intern is responsible for completing follow-up letters for each segment group processed through the Annual Giving. The Annual Giving Intern will also assist in tracking statistical data for direct mailings. The Annual Giving Intern will also manage inventory of pledge/gift processing supplies. The Annual Giving Intern will provide clerical support for the Director of Annual Giving. 

PLEDGE/GIFT PROCESSING   

1. Be familiar with job descriptions of student assistant clerks for the Telefund. 

2. Oversee the completion of data for program statistical reports for the Telefund. 

3. In collaboration with student supervisors and development services, oversee the completion of processing of pledge acknowledgments for segments contacted by the Telefund. 

4. In collaboration with student supervisors, oversee the completion of payroll and caller incentive data.

5. For student calling staff. 

6. Process all credit card transactions received through the Telefund and insure those are securely transferred to the Foundation for processing. 

PAYROLL DEDUCTION 

1. Maintain payroll deduction files. 

2. Oversee the addition of new payroll deduction donors to insure timely processing of payroll

3. Deductions authorizations. 

4. Insure payroll deduction terminations are completed in a timely fashion. 

MATCHING GIFTS

1. Maintain database for tracking the status of matching gift contributions. 

2. Track completion of matching gift requests. 

3. Work with matching gift companies to insure completion of matching gift requests. 

4. Complete quarterly reminder letters to delinquent matching gift contributors. 

DIRECT MAIL 

1. Request “will consider” file from development services each month. 

2. Review with Director of Annual Giving the letter and materials to be sent with monthly “will consider”  letter. 

3. Work with vendor to insure timely mailing of monthly “will consider” letters. 

4. Track income and expenses for monthly “will consider” letters. 

5. Complete EOY open pledge reminders. 

6. Complete correspondence in response to donor inquiries regarding pledge/gift      processing. 

 PLEDGE/GIFT PROCESSING MATERIALS 

1. Maintain inventory for Annual Giving pledge/gift processing materials. 

2. Process requisitions and purchase orders. 

 QUALIFICATIONS 

1. Ability to work on a regular schedule; 20/hours per week during the school year and 40 hours/week during the summer. 

2. Working knowledge of Microsoft Word, Excel, PowerPoint, and Access.

