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JOB TITLE: 
DEPARTMENT: 
SUPERVISOR: 
FLSA STATUS: 

Assistant to the VP for Advancement 
Advancement 
VPA  
Non-Exempt 

MAJOR PURPOSE: 

To provide assistance to the Vice President for Advancement in all daily activities, tasks, and projects as well as 
provide general coordination and management for the office of University Advancement.  Also manage activities 
and records for all campaigns. 

PERFORMANCE MEASUREMENTS 

1. Manage the front office for the VPA, the VPA’s calendar, overall Advancement calendar, phones, office
supplies, filing, and the supervision of Advancement office assistant & student workers.

2. Oversee departmental budget records including the processing of payment requests, maintenance of
budget spreadsheets, and credit card reconciliation.

3. Supervise student employees.
4. Process Paycom approvals for Advancement supervisors.

5. Assist in the planning & organizing of travel for the VPA.

6. Provide logistical support in the coordination of special events.

7. Organize and oversee the records relating to current and prospective donors to the all campaigns
including establishing and maintaining a filing system, a database system and record keeping system.
Will include confidential donor information and folders, prospect lists and recordkeeping, etc.

8. Conduct research to discover prospects for gifts and document the association of the prospects with the
University.

9. Receive and confirm solicitation appointment requests, schedule and coordinate details required for
meetings and/or conference calls.

10. Travel to and support various campaign events as needed.

11. Other duties as assigned by the VPA.

QUALIFICATIONS 

● Proficient in MS Word, Excel, PowerPoint, Publisher and Google Suite
● Experience in office management
● Understanding of basic accounting skills
● Excellent written and verbal communication skills
● Able to thrive in a dynamic, high pressure environment

EDUCATION/CERTIFICATIONS: 
● Bachelor’s degree preferred, but not required

REQUIRED KNOWLEDGE: 
● Previous executive administrative support experience

● Experience in higher education and/or fundraising would be extremely helpful

SKILLS / ABILITIES / CHARACTERISTICS: 
● A strong and visible Christian faith
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● Demonstrated ability to professionally represent office to donors and staff through excellent 
communication skills, both written and oral 

● Ability to handle multiple projects in a fast-paced and busy environment 
● Demonstrated ability to program workflow and coordinate often complex schedules of others 
● Good judgment, high energy, a positive attitude and good sense of humor are essential 
● Flexibility to work overtime on an occasional basis 
● Regularly exercises discretion and independent judgment with minimal supervision 

WORKING ENVIRONMENT: 

The employee agrees to promote the values and mission of WJU as a private Christ-centered University and live a 
life consistent with biblical principles. The employee shall conduct himself/herself in a manner consistent with the 
Community Covenant and Statement of Faith. Additionally, the employee may play a formative role in the spiritual 
lives of students in a manner consistent with the Community Covenant and Statement of Faith. This may include 
leading devotions and/or spiritual formation groups and seeking other opportunities consistent with a biblical 
spiritual formation role 

WORKING CONDITIONS: 

The employee is regularly in a typical office environment with adequate light and moderate noise levels. No 
hazardous or significantly unpleasant conditions. Air-conditioned buildings; tile, concrete and carpeted floors; 
adjustable workstation with ergonomic keyboard is provided. 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION: 

While performing the duties of this job, the employee is regularly required to talk or hear and frequently required 
to stand, walk, sit, and use hands to handle files, computers, and phones; reach with hands and arms; stoop, and 
kneel. Frequent and regular repetitive movements required using the wrists, hands, and/or fingers. The employee 
will occasionally lift and/or move up to 40 pounds.  Specific vision abilities include close vision, distance vision, 
color vision, peripheral vision, depth perception, and the ability to adjust focus. 
 
The above statements and job description is intended to describe the nature and level of work being performed 
within this job. They are not intended to be an exhaustive list of all responsibilities, duties and tasks.  Other similar 
or additional duties are to be performed or assigned.  Job descriptions are not intended as and do not create 
employment contracts.  William Jessup University maintains its status as an at-will employer.  Employees may be 
terminated for any reason not prohibited by law. 
 
I acknowledge I have reviewed the content of this job description and understand that if I have any physical 
limitations or require any reasonable accommodations in order to perform my job, I must immediately inform 
administration. 
 
 
______________________________________ _____________________________ 
Employee Signature     Date 


