
THE SALVATION ARMY 

NEW JERSEY DIVISION 

JOB DESCRIPTION 

1 

Name: Position Title: Planned Giving Administrative Assistant 

Department: Development   Supervisor: Libby Baldwin, Director of Planned Giving 

Hire Date: Non-Exempt, 

Essential Function: This position assists the Director of Planned Giving in managing and processing 
bequests, gift annuities, charitable trusts and other planned giving services.  The Administrative Assistant for 
Planned Giving is a critical member of the Planned Giving team and is responsible for coordinating all office 
and administrative activities of the section.  This position requires the utmost confidentiality, accuracy, 
computer skills, and the ability to multi-task in a fast paced environment. 

Duties and Responsibilities____________________________________________________________ 

1. Provide administrative support for the planned giving function of the development department.
Administrative support includes but is not limited to: typing, production of event and marketing
materials, phone calls, data collection, mailings, data entry, data analysis and report generation,
meeting support, gift processing.

2. Primary administrative support for Director of Planned Giving and Planned Giving Representative.
3. Provide direction to volunteers working within the department.
4. Will be cross-trained and keep related knowledge up to date in order to provide administrative

coverage for the Major Gifts office during times of vacation or illness.
5. Oversee and track Planned Gifts throughout gift administration process.
6. Draft acknowledgement letters and other donor correspondence; proofread documents for other team

members.
7. Create and maintain electronic and paper donor/prospect records and files; run donor reports as

needed.
8. Produce and coordinate mass mailings.
9. Track gift activity, responses to mailings, budget and expenses; generate and maintain appropriate

statistical reports.
10. Maintain office and individual calendars, schedule appointments and track deadlines.
11. Oversee volunteers in the office.
12. Develop and document administrative office procedures; ensure security of confidential files.
13. Perform general clerical activities such as photocopying, faxing, mailing, answering phones, filing,

ordering supplies, maintaining lists, processing invoices for payment, etc.
14. Perform various additional duties integral to the effective operation of the Planned Giving area.
15. Coordinate travel arrangements and itineraries as requested.
16. Keep monthly reports up to date.
17. Works in cooperation with other Development Department team members.
18. Ability to communicate efficiently and effectively.
19. Other duties as may be assigned.

Qualifications___________________________________________________________________________ 

1. College background preferred or minimum high school diploma and relevant professional experience.
2. Ability to multi-task and meet deadlines; prioritizes tasks appropriately.
3. Strong proficiency in related technologies and use: Microsoft Office programs, including willingness to

learn and master Planned Giving software, DonorPerfect/Blackbaud systems and others as required.
4. Ability to work independently and manage office when Planned Giving staff members are out of the

office.
5. Excellent verbal and written communication skills required, including:;clear and concise oral and

written skills; Superior phone manners and capability; service-oriented approach to donors,
prospects, board members, general volunteers and staff.
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6. Driver’s license and use of a vehicle required.
7. Ability to lift a minimum of 25 lbs.
8. Willingness to act in an “as-needed” capacity for emergencies.

Standards: 

1. Materials created are typed/produced quickly, according to direction and are accurate.
2. Funding source/donor contacts, and description and context of the contact, are documented

according to data policies and procedures within the donor database as those contacts are made.
3. Creative new approaches are sought; there is a commitment to continuous improvement.
4. Deadlines are met in a way that makes it easy for supervisors and other members of the department

and organization to accomplish their tasks.
5. Confidentiality is maintained.
6. Internal and external relationships are cultivated and supported.
7. There is an understanding of and commitment to the importance of stewardship in its broadest forms.
8. There is an understanding of and appreciation for the mission, programs and activities of The

Salvation Army.

Statement of Confidentiality______________________________________________________________ 

The Administrative Assistant for Planned Giving occupies a position of trust, and is expected to maintain 
confidentiality and exhibit loyalty to The Salvation Army and the staff of the New Jersey Division in all job 
related matters.  

Mission Statement______________________________________________________________________ 

The Salvation Army, an international movement, is an evangelical part of the universal Christian church. Its 
message is based on the Bible. Its ministry is motivated by the love of God. Its mission is to preach the gospel 
of Jesus Christ and to meet human needs in His name without discrimination.  

Interested applicants can apply online at The Salvation Army Eastern Territory Careers website: 
http://careers.salvationarmy.org 


