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United Way of Northeast Florida
Position Description

Position Title:

Donor and Data Services Coordinator 
Department:

Finance
Reports to:

Controller
Reviewed:

October 2017


FLSA Status:  Non-Exempt
Vision and Mission:

At United Way of Northeast Florida, we envision a community of opportunity where everyone has hope and can reach their full potential.  Our mission is to solve our community’s toughest challenges by connecting people, resources and ideas.

Purpose of Position:
This position provides coordination and production support insuring accurate and timely accounting entries, donor data, and donor communications.  It promotes donor and partner relationships and insures quality work and customer service.  It coordinates productively with other employees, building ways to improve the quality and timeliness of work.
Key Responsibilities and Essential Functions:
· Monitor and analyze campaign pledge collections to insure accurate data and monthly reminder statements resulting in collection to the greatest extent possible including the coordination of donor contact when appropriate

· In conjunction with the Controller and Accountant, facilitate smooth pledge and payment processing with Accounting Specialists’ workloads.  Ensure implementation and adherence to processes and procedures that maintain proper division of duties, cash control, and accurate, timely financial activity is reported in computer systems for analysis and decision making

· Contribute to the monthly close insuring data is recorded and the sub-ledger is balanced between the 3rd and 5th working day each month

· Track donor stock gifts for timely disposition and tax receipts
· Prepare donors’ tax receipts on request and coordinate annual receipting process with IT

· Regular monitoring and subsystem reconciliation of all receivable accounts
· Complete electronic pledge and payment uploads

· Collaborate on data uploads, including DSOG information

· Assist Accounting Specialists’ work with the Agency Portal, compliance, disbursements and communications with agencies and donors

· Support data quality, including but not limited to review and removal of duplicate accounts and proactive monitor and reporting of Tocqueville and affinity group data

· Coordinate on-boarding of seasonal data entry employees with HR

· Direct the training and workflow of seasonal data entry employees

· Assist in the development, documentation, and communication of data quality standards, data collection methods and data maintenance processes and procedures

· Collaborate on the evaluation and implementation of new data elements to provide key insights into which data fields best support effective storage and extraction for analysis

· Organize and maintain corporate permanent filing system and support departmental organization of electronic files
· Follow established internal controls and participate in on-going improvement process

· Perform other duties as assigned

Experience / Position Requirements:
· Strong accounting training; accounting classes a plus

· Three year plus accounting experience demonstrating a clear understanding of all areas of bookkeeping and general ledger entries

· Strong proficiency in accounting software applications including Microsoft Word and Excel for Windows
· Demonstrated research and analytical skills

· Ability to think strategically in the development of process improvements and policy enhancements

· Experience coordinating workflow and motivating people a plus

· Possesses the desire to get the job done with excellence

· Self-motivated with the ability to prioritize work and outline the steps necessary to complete a project and work in a team environment
· Flexibility to handle several on-going projects

· Ability to work well under pressure and to set and meet deadlines

· Experience with StratusLIVE CRM software or Microsoft Serenic Navigator a plus

· Non-profit background and knowledge of United Way policies and processes for campaign and financial reporting extremely helpful

Core Competencies Required:

· Mission Focused:  Provides leadership, resources and focus to change lives in our community by creating sustainable improvements in education, income and health.

· Relationship Oriented:  Places people before process and is astute in cultivating and managing relationships toward a common goal.

· Collaborator (Includes teamwork and communication):  Understands the roles and contributions of all sectors of the community and can mobilize resources (financial & human) through meaningful engagement.  Strong supporter of a team environment.  Presents information in a professional, accurate & effective manner.
· Results Driven:  Dedicates efforts to shared and measurable goals for the common good; creating, resourcing, scaling and leveraging strategies and innovations for broad investment and impact.

· Brand Steward:  Fosters and supports principles of the organization and protects reputation and results of the greater network.

General Physical Requirements for Essential Functions of the Job:


  X  
Sitting

   6    hours per day


  X  
Standing 
   .5   hour per day

  X  
Walking
   1.5 hours per day


  X  
Lifting 

  25   pounds

  X  
Bending/Stooping (Describe:  Moving and storing files)

  X  
Long Hours (Describe: Frequently necessary to work more than a 40 hour 


work week)
  X  
Unusual hearing or visionary demands (Specify:  long hours viewing a 
computer monitor screen.)
  X  
Manual dexterity (Describe:  Continual use of hands with wrist movement 
on keyboard and/or while using the telephone.)

  X  
Working conditions:


  X  
Travel:  Travel using personal vehicle is required occasionally.

____
Other Physical Requirements (Describe):
This description is not designed to contain a comprehensive inventory of all responsibilities and qualifications required of all team members assigned to this position.  It is intended only to describe the key elements relative to each section.  Also, duties and/or requirements of this position may be modified, added or deleted at any time.  This supersedes all descriptions previously written for the same position. Unique equivalent skills and experience may possibly substitute for required position requirements.
United Way of Northeast Florida is an Equal Opportunity Employer and a Drug Free Work Environment.
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