‘- City Gospel
MTSSTON

ROLE: Advancement Services Analyst — Digital

ROLE DESCRIPTION

DEPARTMENT: Development (Fundraising)

REPORTS TO: Director of Advancement Services, collaborates closely with Advancement
Services Specialist — Direct Mail

WORK LOCATION: Cincinnati (Regional travel may be required)
CLASSIFICATION/ STATUS: Part Time (20 hours/week)

ORGANIZATIONAL OVERVIEW: City Gospel Mission has served under-resourced
individuals and families in the Greater Cincinnati region for more than a century. We provide
transformational programs focused on food & shelter, recovery support, employment
assistance, and youth programs and services that enable long-term life change for
participants. We partner with donors, volunteers, churches and the community at large to
provide restoration and lasting hope.

As part of our continued growth and regional collaboration, Hope House Mission in
Middletown, Ohio will fully merge with City Gospel Mission on January 1, 2027. This
integration will expand our ability to serve the Northern Cincinnati and Mid-Miami Valley
communities.

POSITION SUMMARY: The Advancement Services Analyst — Digital is responsible for the
accurate processing, reconciliation, and administration of charitable contributions received
through digital and electronic giving channels. The position serves as a critical link between
Development and Finance, ensuring that gifts are properly recorded, reconciled,
acknowledged and reported in accordance with organizational policies and best accounting
practices.

This role manages online gifts, recurring donations, workplace giving, matching gifts, donor-
advised fund distributions, stock gifts, electronic fund transfers, and other complex gift
transactions. The Analyst researches and resolves gift exceptions, performs data quality
initiatives, supports donor stewardship and assists with month-end and year-end
reconciliation activities.

Working under the direction of the Director of Advancement Services, the Analyst
collaborates closely with the Advancement Services Specialist — Direct Mail to ensure
complete and accurate processing of all charitable contributions regardless of source, while
maintaining strong internal controls and exceptional donor service.
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Key Responsibilities:

1. Do the work at hand in a manner that is aligned with the ministry’s core values of
being: Godly, builders of meaningful Relationships, Compassionate and focused on
Positive Transformation for ourselves and participants in our ministry programs.

2. Digital Gift Processing
e Process and record all gifts received through online giving platforms, digital

campaigns, peer-to-peer fundraising, and third-party fundraising applications.
e Manage recurring gifts and electronic fund transfers.
o Process workplace giving contributions and employer matching gifts.
e Process donor-advised fund grants and other electronic distributions.
o Ensure gifts are accurately coded to the appropriate fund, appeal, campaign,
restriction, and constituent record.
o Support timely generation of gift acknowledgments and tax receipts.

3. Stock and Complex Gift Administration
« Monitor and administer stock gifts and other non-cash contributions.
o Coordinate with donors, brokerage firms, financial institutions and external finance
corporations to identify and properly record securities transfers.
« Maintain documentation that supports gift valuation and donor crediting.
o Research unidentified stock gifts and electronic transactions.
» Assist with planned giving distributions and other complex gifts as assigned.

4. Gift Reconciliation and Financial Operations
» Reconcile gift activity between fundraising systems, online platforms, banking

records, lockbox reports, merchant processors, and financial systems.

» Prepare weekly, and monthly reconciliation reports.

e Research and resolve gift exceptions, duplicate transactions, unmatched gifts,
chargebacks, returned payments, and other discrepancies.

o Partner with Finance and Accounting to support month-end and year-end closing
processes.

e Maintain documentation supporting internal audits and external financial reviews.

o Assist in the development and maintenance of gift processing procedures and
internal controls.

5. Advancement Services Operations
o Collaborate with the Advancement Services Specialist — Direct Mail to ensure

accurate and timely processing of all gifts received by mail and digital channels.

« Provide backup support for mail gift processing during peak periods.

o Assist with donor record updates, constituent maintenance and database
administration.

» Maintain documentation for gift acceptance, coding standards and processing
workflows.
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6. Data Integrity and Reporting
o Conduct data cleanup projects assigned by the Director of Advancement Services.

» Identify and merge duplicate donor records.

e Correct inconsistencies and incomplete constituent information.

« Validate campaign, appeals and fund coding.

o Generate reports and data exports supporting fundraising, stewardship, and
financial operations as assigned by the Director of Advancement Services.

e Support data governance and best practices for donor information management.

o Support advanced digital fundraising operations by assisting with platform
integrations, configuration, vendor coordination, data mapping, reporting
enhancements, and analysis of giving trends to improve system performance,
donor experience, and decision-making

7. Donor Service
» Respond to donor inquiries regarding online gifts, recurring gifts, workplace giving,
stock gifts, matching gifts, and gift acknowledgments.
e Research and resolve donor concerns accurately and professionally.
o Coordinate with frontline fundraising staff to ensure proper donor recognition and
stewardship.

8. Seasonal and Special Project Support

o Assist with year-end giving campaigns and other high-volume fundraising periods.

o Support tax receipt generation and annual donor statements in collaboration with
the Advancement Services Team.

« Participate in special projects that improve operational efficiency and donor
experience.

o Perform other Advancement Services duties as assigned by the Director of
Advancement Services.

9. Pray regularly for participants, employees, volunteers, at CGM and HHM. We value
the power of prayer and encourage employees to pray. Spiritual growth is encouraged
but not forced on residents. We believe praying for our clients has a positive impact on
participants, employees, partners and volunteers.

As with all CGM employees Leadership Giving Officers will complete other work-related
duties as assigned.

PERSONAL REQUIREMENTS:

o Have the personal experience of receiving, by faith, Jesus Christ as Savior and
Lord and be actively involved with a local church.

e Have a passion to see men, women, and children come to know Jesus Christ as
their personal Savior and Lord.

» Have a personal fellowship with the Lord, which includes daily prayer and Bible
study.

o Agree with and sign the Statement of Faith of City Gospel Mission.
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e Have a personal conviction to serve people of all ethnicities with genuine care and
equity.

» Represent the moral standards of City Gospel Mission whether at work or outside
of work, including social media communications and interactions with people that
demonstrate godly character.

e Must pass background check and drug screening.

PHYSICAL REQUIREMENTS:

» The person in the role must have the ability to move and function in an office
environment. May require ascending/descending stairs, lifting or moving up to 25
pounds of office equipment or furnishings in a business setting or in a setting
where donations are being given (i.e., food, clothing or other related items.)

e The person in this position frequently communicates with donors and staff who
have questions. She/he must be able to verbally exchange accurate information in
these situations.

e The person in this role must be able to drive to locations in the tri-state area, Ohio,
Kentucky, Indiana, as needed.

» Ability to soundly analyze information, ability to visually review written information,
ability to listen and verbally communicate by phone.

QUALIFICATIONS REQUIRED:

o Experience in Business, Accounting, Finance, Information Systems, Nonprofit
Management, or a related field.

e Two or more years of experience in advancement services, gift processing,
accounting support, financial operations, or database administration.

e Strong analytical, organizational, and problem-solving skills.

o Exceptional attention to detail and commitment to accuracy.

« Ability to handle confidential donor and financial information with discretion.

o Strong interpersonal and customer service skills.

TECHINICAL SKILLS REQUIRED:

« Proficiency with Microsoft applications, especially Microsoft Excel.

o Demonstrated experience creating and using Pivot Tables, or willingness to learn.
o Experience with lookup functions, data validation, and reconciliation techniques.

o Experience with data imports, exports, and reporting.

« Proficiency with Microsoft Office applications.

PREFERRED:

o Associates degree.

o Experience with donor CRM platforms such as Raiser's Edge, Virtuous, Salesforce,
or similar systems.

o Experience with online giving platforms and payment processors.
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» Knowledge of donor-advised funds, stock gifts, workplace giving, and matching gift
programs.

« Familiarity with accounting principles and financial reconciliation.

o Experience supporting annual audits and financial reporting.

CORE COMPETENCIES:

e Accuracy and attention to detail

e Analytical thinking

» Financial and operational accountability
o Data stewardship

o Customer service excellence

o Collaboration across departments

« Time management and organization

o Continuous process improvement

KEY WORKING RELATIONSHIPS:

Collaborates With
e Advancement Services Specialist — Direct Mail
« Finance and Accounting
o Development Officers
o Marketing and Communications
« External giving platforms and payment processors
« Employers, donor-advised fund sponsors, and brokerage representatives

Date Revised: 8/25/26 VP Development & VP HR&TD
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