
POSITION DESCRIPTION 
 

 
TITLE:  Fiscal Administrator - (Exempt)   
 
Collective Bargaining - Ineligible - Confidential 
Definition - The Board approved definition of a confidential employee is an employee who has 
access to confidential or discretionary information regarding legal advice or the development or 
formulation of policy or procedures pertaining to labor relations or budget formulation and 
implementation; OR, whose functional responsibilities or knowledge concerning employee 
relations makes the employee’s membership in an employee organization incompatible with the 
employee’s duties; OR, who performs the functions of an executive secretary/administrative 
assistant/office administrator to the president, vice president, or dean [CEO and/or Officer] of St. 
Mary’s College as defined by the Board of Trustees of St. Mary’s College of Maryland. 
 
This is a confidential position.  The incumbent is accountable for supporting the mission, 
goals, and objectives of the College and is expected to administer the policies and 
procedures defined in the Employee Handbook as approved by the President and the 
Board of Trustees. 
 
 
JOB SUMMARY:  
 
The Fiscal Administrator ensures the accurate processing of gift and non-gift monies received by the St. 
Mary’s College of Maryland Foundation, Inc.  Duties include performing a variety of complex clerical 
and bookkeeping work, applying accepted procedures to the preparation and maintenance of an 
accounting record, and database maintenance.  The Fiscal Administrator reports to the Director of 
Foundation and Administration. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
(Note:  These examples are intended only as illustrations of the various types of work performed in 
positions allocated to this class.  The omission of specific statements of duties does not exclude them from 
the position if the work is similar, related, or a logical assignment to the position.) 
 
General 
 Responsible for following the policies and procedures as defined in the employee handbook. 
 Responsible for the data integrity of all data maintained by this position in the development 

information system, including maintaining the confidentiality of that data. 
 Assists with yearly financial audit and reporting. 
 Assists with developing and maintaining best practices. 
 Acting liaison between offices for data requests and updates.  
 
Pledge, Gift and Non Gift Processing 
 Manages gift analysis and accurate entry procedure; processes daily gift batches in a timely and 

accurate fashion to adhere to departmental and accounting policies and procedures. 
 Verifies and posts all received gifts to donor records, keeps donor records updated. 
 Analyzes gifts to determine appropriate campaigns, designations, appeals for processing. 
 Prepares gift receipts and other supporting materials. 
 Prepares and processes corporate matching gifts for submission to matching gift agency; posts related 

data into system for tracking of pledges; communicates with companies as needed. 
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 Oversees all reconciliations of gifts including creating receipts and reports for reconciliation; 

reconciles gift posting and non-gift monies with bank deposits. 
 Provides back end processing for the annual Giving Tuesday campaign and any phonathon.  
 Oversees pledge processing including verification and posting of pledges, payment data, the 

monitoring of monthly credit card payments and pledge payments.  
 Responsible for maintaining, monitoring, and processing recurring donations from various payment 

gateways; authorize.net, iModules, and online banking (EFT’S). 
 Provides and processes credit card refunds for mischarged donations or event cancellations, and event 

registration adjustments. 
 Communicates with donors for pledge clarification and their payment schedules, recurring donations 

and their payment schedules, updating recurring payment options, concerns or questions about 
donations, status of donor account, and tax statements.  
 

Bank Deposits 
 Prepares the St. Mary’s College of Maryland Foundation bank deposits. 
 Delivers cash deposits to bank. 
 Processes check deposits through the Digital Check TellerScan. 
 
Reporting  
 Produces reports pertaining to gift & pledge entry. 
 Prepares summary sheets for use in reconciling the system with the bank records and preparing 

financial statements.  Lists all gift/non gift income to the foundation, and lists all bank deposits, each 
with their breakdown of designations.  Attaches all appropriate paperwork.   

 Prepares reports, lists, spreadsheets, directories and other documents as requested by the department. 
This can include: performing statistical analysis pertaining to development records; creating reports to 
assess and monitor fundraising progress. 

 Ensures timely delivery of all data requests. 
 Generates various reports by querying from the database as needed.  This includes compiling contact 

information on alumni, parents and friends to be merged into letters, labels, directories, or for other 
reporting purposes.  Must work with all offices across campus that requires data maintained by the 
Development Office. This includes, but is not limited to: 

o Departmental requests: Monthly Department Donor Reports; Event Invites; Survey Lists, 
Dept. Newsletter lists, etc.  

o Advancement Office requests: Solicitation lists, College Newsletter, Planned Giving 
Newsletter, Magazine lists; Annual Report, Event Invites, Tax Statements, Pledge 
Reminders, Subscription Renewals, etc.   

 
Maintains the Database 
 Maintains accurate records on the database through system updates and address changes. 
 Creates records for new constituents and organizations as needed; analyze information and populate 

all appropriate data fields where information is available. 
 Responsible for maintaining accurate matching gift company records in the main database. 
 Responsible for maintaining and coding of all donor subscriptions (Mulberry Tree, Arts Alliance, 

etc.) 
 Creates and maintains designations, appeals, and other coding in the database as required to maintain 

posting needs. 
 Develops and maintains best practices, policies and procedures for data share and input.  
 Trains users as required.  
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MINIMUM QUALIFICATIONS: 
 
 Education:  A.A. required and B.A. preferred.   
 Experience: At least three years responsible experience in bookkeeping, accounting, or secretarial 

assignments involving advanced record keeping (directly related to business school or college courses 
may be substituted equally for up to one year’s experience); or any equivalent combination of 
experience and training that provides the required knowledge, skills and abilities.   

 Experience with Raiser’s Edge or another Blackbaud product is preferred, though candidates with 
experience in other CRM systems will also be strongly considered. 

 Proficiency in Microsoft products including Excel and Word. 
 Excellent written, verbal, and interpersonal skills. 
 Possess excellent organizational skills and the ability to prioritize, multi-task, and juggle multiple 

deadlines. 
 Detail oriented, highly motivated, and proactive. 
 Previous experience with non-profit bookkeeping is a plus. 
 Must possess a valid driver’s license, preferably Maryland. 
 Must be bondable.   
 Ability to maintain confidentiality. 
 Must have the ability to perform a volume of numerical detail work accurately.    
 Any combination of acceptable education and experience, which has provided the necessary 

knowledge and skills to fulfill the requirements of this position, may be considered. 
 
 


