
 
 
 
 
 
Title: Donor Group Supervisor     Schedule: Regular, full-time 
Department: Strategic Financial Solutions   FLSA: Exempt 
Reports to: Chief Financial Officer 
 
Ministry Function: 
The Donor Group Supervisor supports the ministry of Convoy of Hope by acting as the main gift entry 
liaison between Finance and Fundraising while overseeing and directly participating in the donation data entry 
and processing cycle to ensure accurate and timely gift entry and acknowledgement reporting. 
 
Essential Duties and Responsibilities: 
 
1. Manage the donor management system (currently Raiser’s Edge) as it relates to the Finance Department 

and act as the primary liaison with the Fundraising donor management team. 
2. Lead and supervise the Data Systems Coordinators in day to day functions to ensure lockbox donations 

are entered in a timely, accurate and complete manner in accordance with COH standards of expectation. 
3. Lead and oversee the set up and processing of credit card gifts, including recurring gifts, ensuring gifts 

are processed on appropriate dates. 
4. Lead and oversee the set-up of ACH gifts, including recurring gift templates, to process through bank 

and enter through data entry system after processed. 
5. Process credit card refunds, if/when determined necessary, maintaining clear documentation of the 

reason for the refund. 
6. Oversee the monthly gift close process by posting of gifts to the Finance system (currently Financial 

Edge) and completing the following close processes: 
a. Liaise with the Director of Accounting and Fundraising on the month end donation 

reconciliation process (monthly donor system and finance system contribution/cash receipt 
reconciliation). 

b. Import soft credit donations, including the preparation of the file, on a monthly basis, and 
other donations as needed. 

c. Reconcile credit cards entered in the system to the actual payments per the bank account. 
d. Adjust donations when necessary, maintaining appropriate documentation of those 

adjustments. 
7. Oversee the issuance of gift acknowledgement letters and liaise with Fundraising on other cross-team 

initiatives (i.e., donor restrictions, giving Tier determinations, donor management and finance system 
mapping and interface). 

8. Overseeing the issuance of year end giving statements in accordance with IRS regulations. 
9. Oversee the preparation of the World Giving Report submitted to AGWM on a quarterly basis and other 

reports as needed. 
10. Fielding donor special requests as it relates to gifts. 
11. During time of disaster or year end when large amounts of donations are received, assist in entering gifts 

while also ensuring appropriate donor restrictions are adhered to and supported with appropriate 
documentation. 

12. Coordinate with Fundraising team in the development and maintenance of a “just in time” data entry 
pool of volunteers and/or temp employees to ensure adequate staffing during peak, reactionary periods 
(i.e., disasters). 

13. Perform other projects and job-related duties as assigned. 
14. Support the accomplishment of overall Finance Department goals and objectives. 
 
 

Ministry Description 



 
Required Knowledge, Skills, and Abilities: 

1. High school diploma or equivalent required; college degree preferred. 
2. 5+ years supervisory experience. 
3. Commitment to mentoring, training, and retaining data entry personnel. 
4. Ability to work as a cross function team member outside of finance team. 
5. Ability to positively contribute to team projects and cooperate with team members. 
6. Attention to detail and the ability to catch possible mistakes while performing tasks. 
7. Ability to guide team members to accurately and methodically follow verbal directions and 

written processes. 
8. Strong proficiency in working with software programs and high proficiency in Microsoft Excel; 

experience with a large donor database systems is a plus. 
9. Strong organization skills. 
10. Ability to successfully prioritize multiple tasks and efficiently and accurately complete projects. 
11. Basic grammar, punctuation and arithmetic skills and the ability to concentrate are necessary for 

entering accurate data.  
12. Ability to positively represent the ministry of Convoy of Hope, including its mission statement 

and core values, to all outside constituencies. 
13. As a Christian organization, Convoy of Hope believes it is critical that each staff member 

embraces the organization's religious purposes for which it exists and not only agrees with its 
Statement of Faith but demonstrates it in their lives on an ongoing basis. 
 

 
Supervisory Responsibilities: 
This position has direct supervisory responsibilities. 
 
Revised 7/18/2014 


