
 

 

Job Title Director of Advancement Services 

Department Institutional Advancement 

Full Time 

Minimum Salary 79000.00 + 3026 location pay 

Maximum Salary 81000.00 

Description:  

The Director of Advancement Services will direct and integrate all functions in the Office of Advancement Services that 
are essential to the efficient and effective execution of the Colleges fundraising efforts. Reporting to the Vice President 
of Institutional Advancement, she will serve as a visible leader-manager to evaluate operations, analyze data and 
information, oversee gift entry and the acknowledgement process and recommend solutions to help achieve strategic 
division and institutional goals. This position will closely collaborate with colleagues in finance, alumni relations, 
information technology (CTS), academic affairs, affiliates group and other senior campus administrators to ensure that 
Institutional Advancement resources are used effectively to grow a culture of increased philanthropy and leadership to 
the university. 

The Director is responsible for overseeing the maintenance and integrity of donor and alumni records. The Executive 
Director is responsible for ensuring gift records and receipts are compliant with CASE, FASB, IRS & University policies by 
developing procedures to accurately enter, audit and report gift flow, pledge expectancies, billing & reconciliation using 
the RE/NXT database and the University’s financial systems. Continuously enhance and train on procedures for 
processing checks, credit cards and other gift types, including matching gifts. Oversee business analytics processes and 
reporting. 

 

Qualifications: 

1. Bachelors’ degree required. Master’s degree preferred. 

2. Higher Education gift administration experience required. 

3. Minimum 7 years’ experience managing a data and gift processing team. 

4. Thorough understanding of data management at a complex academic institution. Experience working with 
donor/alumni/constituent management database system required. 

5. Hands-on experience producing VSE, 990 and other required annual reports. 

6. Detailed knowledge of IRS regulations and CASE guidelines regarding philanthropic contributions. 

7. Working knowledge of database structures, data management and reporting. 

8. Oversight of reporting and programming experience is desirable. 

9. Experienced with managing contributions and a gift processing procedures through a comprehensive campaign is 
highly desirable. 



10. Experience working with Raiser’s Edge/NXT highly desirable. 

11. Ability to inspire and motivate employees to meet high standards of excellence and adhere to deadlines. 

12. High degree of confidentiality required. 

13. Attention to detail is required. 

14. Proficient with Microsoft Office including Excel, Outlook and Word. 

15. Demonstrated ability to manage multiple projects simultaneously and the ability to work independently. 

16. High degree of flexibility needed to meet changing needs of department. 

 

To apply for the position: 

Please visit our Purchase College Job Vacancy website and complete an online application: 
https://jobs.purchase.edu/postings/214 

You must attach the following documents to your online application: (C.V., resume, cover letter, etc.)  

 

AA/EEO Statement: 

Purchase College SUNY is an AA/EEO employer. Women and minorities are encouraged to apply. 

 

Clery: 

The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, or Clery Act, mandates that all 
Title IV institutions, without exception, prepare, publish and distribute an Annual Security Report. This report consists of 
two basic parts: disclosure of the University’s crime statistics for the past three years; and the availability regarding the 
University’s current campus security policies. The Annual Security Report is available at Purchase College NYS University 
Police Website. 

https://jobs.purchase.edu/postings/214

