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PART B 
Position Summary 
 
Reporting to the Director, Planned Giving, the incumbent is responsible for the 
administration and execution of Planned Giving operations, coordinating marketing 
efforts and providing support to the Director, Associate Director (AD) and Senior 
Development Officer (SDO) as well as the Director, Advancement Strategy and Brand 
Communications team.  
 

Working in a multidisciplinary environment, the incumbent works independently with 
general directives, from the Director, Planned Giving and the Director, Advancement 
Strategy and Brand Communications. A great deal of resourcefulness and initiative are 
required in the planning, development and co-ordination of all planned giving 
programming. Each file will be unique and will require skill and flexibility. 
 
This position participates in the planning, preparation and execution of planned giving 
programs and contributes to the proper management of the administrative function 
within the office. The Planned Giving Coordinator is responsible for planning, 
developing, and producing the semiannual newsletter to support University 
Advancement, strengthen engagement with donors and friends, and move forward the 
goal of a culture of philanthropy at Carleton University. In addition, the incumbent 
manages office functions, organizes and coordinates planned giving files and programs 
office administration, budgeting and invoicing activities for both the Planned Giving 
Team and Communications Team. The incumbent will also proactively coordinate the 
estate administration process:  record and track estate gifts from first death notice, deal 
with both amateur and professional estate trustees, coordinate correspondence with 



lawyers and other estate professionals, ensure all disbursements are allocated and 
receipted in compliance with university policy and tax regulations.   
 
In order to expand the base of engaged, committed planned giving donors, the 
incumbent maintains a comprehensive knowledge of fundraising principles, and 
changing philanthropic climate, trends and techniques. She/he must maintain currency 
with all types of donation vehicles, charitable giving and fundraising instruments 
through formal fundraising education and/or a comprehensive professional 
development plan. 
 
The incumbent must have excellent spoken English, strong editing/writing skills, and 
strong administrative experience, executive correspondence knowledge and deadline-
oriented project skills.   
 
The ability to build trust, develop relationships, protect privacy, and conduct thoughtful, 
professional communication with donors and their families is essential for the 
incumbent.  
 
The incumbent is responsible for ensuring that all planned gifts and pledges are 
processed in a timely and accurate manner and that charitable tax receipts are issued as 
required, donor stewardship is customized, and that donated funds are used for the 
purpose for which they were intended.  Errors can incur loss of goodwill, damaged 
reputation, and potential loss of income.  Implemented effectively, Planned Giving 
fundraising initiatives build high-level interest, trust and philanthropic support, which 
contribute to increased revenue generation and lifetime giving habits. 
 
The incumbent must be familiar with ongoing university directions, strategic focus and 
thematic priorities and be conversant with same.  

PART C 

Primary Duties Performed: 
 
Planned Giving Administration (40%) 

 Coordinate office functions, organize and coordinate planned giving files and 
programs. This includes establishing timelines and assigning office resources, 
proofing to ensure accuracy, scheduling and arranging appointments, record 
keeping, and ensuring the office meets operational standards. 

 Plan and maintain schedule for Directors and Associate Director.  Arrange and 
coordinate travel and accommodation, process travel expenses for Directors, AD 
and SDO. Act as a resource or contact person for the office. Research or synthesize 
answers to questions and solve administrative problems within established 
deadlines.  Refer complex problems to senior staff when necessary.  

 Responsible for data entry, direct mail letters, responses to marketing efforts and 
other related tasks.  Record bequest and other planned giving information from 



donors in a timely accurate manner according to established business rules, 
prepare monthly reports, and compile annual reports on planned giving activities. 

 Responsible for all budgeting and invoicing activities of the Office of Planned 
Giving, monitors Planned Giving budget, codes and tracks related operational 
and program expenses; tracks fiscal year fundraising progress.   

 Ensures day-to-day work assignments are completed in a timely manner. 
Implements revisions to administrative procedures, researches and synthesizes 
solutions to problems while addressing them within established guidelines. 

 Coordinates logistics for newsletter mailings on a semiannual basis with 
suppliers, compile appropriate mailing list for each targeted group with the 
assistance of the Advancement Data management team; provide accurate and 
prompt coding of donor responses on the database, prepare and schedule follow 
up tasks and briefing notes for Director, AD and SDO. Schedule follow up 
appointments with donor’s internal constituents, professional advisors, etc. 

 Recommend and participate in the implementation of revisions to administrative 
procedures. 

 
Communications Budget (30%) 

 Responsible for all budgeting and invoicing activities of the Office of 
Communications, monitors Communications’ budget, codes and tracks related 
operational and program expenses. 

 Recommend and participate in the implementation of revisions to administrative 
procedures. 

 
Estate Administration (20%) 

 Record and track estate gifts from first notice to final disbursement.  Coordinate 
and draft correspondence between Director and Estate Trustees/Executors. 

 Maintains effective relationships with Estate Trustees and professional advisors. 

 Tracks and reports on donated assets. Record annual reports for insurance 
policies. Initiate and maintain contact with donors, insurance companies to 
ensure premium payments are made on time and requests tax receipts as 
appropriate. 

 

Other Duties (10%) 
Incumbent will perform other related duties, as assigned by the Directors.  
 
 
 
 
 
 
 
 



PART D 
Specifications (To be completed by employees in conjunction with supervisors) 
 
1. Knowledge: 
 
a) Minimum amount of formal education required: 
 
Completion of a three year post-secondary program in office administration. Experience 
in fundraising/financial services/trust/legal sectors a definite asset. Consideration will be 
given to an equivalent combination of education and experience. 
 
b) Minimum amount of relevant work experience required:  
 
4 years’ experience in a coordinating capacity and previous experience in an office 
environment is required preferably in a post-secondary setting. Financial and accounting 
background with experience in bookkeeping a definite asset. 
 
c) Minimum amount and type of continuing study required:  
 
Must have and maintain extensive and up-to-date knowledge of the University 
structure, its programs, policies and directions, and keep up to date on developments in 
the areas of estate administration. The incumbent must have well-developed computer 
skills with a sound knowledge of MS Word, Excel and Banner database and the ability to 
learn new applications. 
 
Elaborate on (a) and (b): 
The position requires: 

 Strong organizational, multi-tasking and administrative skills, in order to stay on top 
of demands and constant changing priorities and deadlines. 

 The incumbent must be able to initiate action with a minimal degree of supervision 
and follow through on requests and assignments from the Director, Personal and 
Planned Giving. 

 The incumbent must be able to initiate action with a minimal degree of supervision 
and follow through with communications initiatives per the requests of the Director, 
Advancement Strategy and Brand. 

 Excellent interpersonal and communication skills, ability to deal directly with board 
members, major donors, prospects, volunteers and senior management offices.   

 Overtime work is required and is often scheduled with little lead time. Attendance at 
donor events, which are often held in the evenings, is required.   

 Attention to detail and ability to multitask is important.  The ideal incumbent must 
work well under pressure and have a positive, cheerful demeanor.   

 Solid knowledge of the Microsoft suite including Excel, Word, SharePoint & Outlook. 
 



1. COMPLEXITY OF DUTIES: 
 
The incumbent is expected to perform and is directly responsible for all aspects of the 
position, which are only specified in very general terms and must be carried out 
independently with minimal supervision, as well as being responsible for solving the 
many problems that occur. 
 
The incumbent must display initiative and independent action to successfully meet 
his/her responsibilities. The incumbent must be able to handle a high volume of work, 
multiple demands, and adapt to constantly changing priorities and deadlines. Strict 
attention to detail and accuracy is necessary to ensure mistakes are minimized. The 
incumbent must also have excellent interpersonal skills and use sound judgment at all 
times, requiring discretion, professionalism, patience, and confidentiality. The 
incumbent must develop and maintain expertise in the office procedures.  
 

All the duties associated with the position are performed under the pressure of a very 
heavy workload with strict deadlines – donations must be processed promptly to meet 
donor expectations and ensure continued support of University priorities. 
 
2. ACCOUNTABILITY: 
 
The incumbent is responsible for communicating with senior executives, major donors, 
alumni executive, estate trustees, and Carleton volunteers.  These interactions could 
have important implications, and the incumbent must handle daily issues with 
diplomacy, tact, and effectiveness. Errors in duties carried out for the Director, Personal 
and Planned Giving and the Director, Advancement Strategy and Brand could adversely 
affect the department and cause embarrassment to the university and to donors. The 
incumbent is privy to sensitive donor information, so a high degree of confidentiality 
and discretion is necessary. Errors in clerical and administrative duties, as well as a 
failure to recognize and bring forward possible problems could result in reduced 
goodwill, loss of credibility, and/or complaints to the department. Errors in Banner 
could be detrimental when dealing with donors. Failure to coordinate the Director, 
Planned Giving and the Director, Advancement Strategy and Brand calendars could 
cause loss of time and the ability to meet deadlines.   
 
3. NATURE AND LEVEL OF CONTACT: 
 

a) Purpose of Contacts:  
 
The incumbent will have regular contact and will communicate with board members, 
donors, alumni, volunteers, students, and senior management offices at Carleton 
University. The incumbent responds to a diverse range of questions and requests for 
information. The incumbent may represent the office of the Director, Planned Giving 



and the Director, Advancement Strategy and Brand on occasion and must anticipate 
responses to a query or request. 
 
b) Level of Contacts: 
 
___ other employees in same work unit or office. 
 
___ the above plus students; faculty in the same work unit; or employees from other 

departments or offices at a similar job level to the incumbent. 
 
___ the above plus the general public, faculty and staff at more senior level from 

other departments and staff at equivalent levels outside the university. 
 
_X_ all the above plus senior University executives and senior official from 

government, private industry, other universities, etc. 
 
4. SUPERVISION/MANAGEMENT CONTROL EXERCISED: 
 

(a) Describe the type of supervisory/management control exercised.  Indicate 
responsibility for overall direction of a section/department/unit either 
independently or through subordinate supervisors if applicable. 

 
N/A 

 
b)   Indicate the level of employees directly (not through subordinates) supervised. 
 
i _X_ primarily support iii___ primarily supervisors of  (ii), or 

managers of section consisting of   (i) 
employees                                                                               

ii __ primarily specialized technical,  iv___ primarily management level      
   administrative or journeyman trades 
 
 
c)   Indicate number directly supervised. 
 
_X_0   ___1 - 5   ___6 - 10   ___10 +  
 
Signed by: 
 
 

____________________________________ ________________________ 



Employee      Date 

 

Approved by: 

 
 

____________________________________ ________________________ 
Immediate Supervisor     Date 
 

 
____________________________________ ________________________ 

               Departmental Head     Date 
 
 


