
 

 

 

 

 

 

 

 
Job Description 

 

Position: Philanthropic Planning Administrator 

 

Reports to: Senior Philanthropic Advisor  

 

Summary 

Rochester Area Community Foundation, one of the largest grantmaking organizations in the Finger 

Lakes region, is adding an experienced and enthusiastic Philanthropic Planning Administrator to the 

Philanthropic Engagement department. We are looking for a team player who loves working with people, 

proactively solving problems, and has a strong belief in the power of philanthropy — collectively and 

individually. The Philanthropic Planning Administrator provides all aspects of administrative support for 

the Community Foundation’s work with donors, nonprofit organizations, and our giving circles. Working 

in the philanthropic world is rewarding and often quite fun. Won’t you join us? 

 

Key Responsibilities 

 

Administrative Support 

 Responsible for general administrative tasks as assigned by Senior Philanthropic Advisor. 

 Primary administrative support for the endowment initiative and all Philanthropic Planning 

Staff.  

 Provide meeting support for all volunteer committees and subcommittees supporting the 

Philanthropic Engagement department, including coordination of online meeting portal and 

materials and recording and editing of meeting minutes. 

 Prepare and mail informational materials (letters, reports, meeting materials) to donors, 

prospective donors, professional advisors, and volunteers. 

 Assist with coverage during absences of Community Foundation receptionist. 

 Provide administrative and committee support for our African American Giving Initiative, LGBT 

Giving Circle, Developmental Disabilities Giving Circle, and NextGen Rochester (more details 

at www.racf.org/GivingCircles).  

 Assist in the coordination and receipt of securities, estate bequests, and other property with 
professional advisors and donors. 

 Create email lists and mailing lists and merges from database for projects, communications, 

and events. 

 Serve as the primary Philanthropic Engagement liaison to the Communications team. This 

includes maintaining and updating the resource library and other forms as well as facilitating 

and writing written profiles of advisors to be featured on the web.  

http://www.racf.org/GivingCircles


 

  Revised 12/05/18 

 Oversee and manage National Standards process for Community Foundation by working with 

senior management to gather and input information into online database. 

 Update Foundation website pages related to professional advisor activities and information 

sharing.  

 Develop and distribute quarterly e-newsletters to professional advisors. 

 

 

Database Management 

 Maintain and ensure accuracy of records on professional advisors, prospects, and new donors 

in Foundation’s in-house database, with special attention to donors requesting discretion or 

anonymity. Perform research, as necessary, to keep contact information up to date. 

 Create and/or generate database reports for meetings, mailings, and information gathering, as 

requested. 

 Work with other internal database experts to enforce best practices and troubleshoot problems 

as they arise. 

 

Planned and Pledged Gift Tracking  

 Track and maintain records related to prospect management; assist with planned gifts; track 
the status of pledged and pending gifts, pledge payments, and split-gift interest status. 

 Draft and process Pooled Life Income and Charitable Gift Annuity Agreements. 
 

Event Support 

 Collaborate with and provide support to Event Administrator for donor events, professional 

advisor events, An Evening Out At Home, and other Foundation events. This may include 

designing simple invitations, updating existing invitations, and tracking RSVPS.   

 Complete application process for all continuing education credits for professional advisor 

events, as needed. 

 Track sponsorships for special events and send invoices for payments as needed. 

 Support and attend Foundation events both during and outside the regular work day. 

 

Grant administration 

 Serve as secondary administrative support for receipt of grants by mail, email, phone, fax, or 
online for all advised, donor-directed, designated, organization funds and Tegna and Gannett 
grants. 
 

Job Qualifications 

 

Education/Training: 

 Associate’s degree or two years’ experience in an administrative support position required. 

 Bachelor’s degree or four years’ experience in an administrative support position preferred.  

 

Skills/Experience: 

 Demonstrated ability to organize complex information and prioritize work. 

 Demonstrated ability to work collaboratively with a variety of diverse customers. 
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 Excellent record-keeping and administrative skills. 

 In-depth experience using Microsoft Word, Excel, Publisher, PowerPoint. 

 High-level communication abilities including phone conversations and letter writing for donors, 

professional advisors, and other community partners.  

 Intermediate storytelling and writing skills preferred.  

 Experience with relational database systems, data import/export techniques, and report 

generation desirable.  

 Knowledge of financial instruments (e.g. stocks, mutual funds, planned gifts) desirable.   

 Basic design skills desirable.   

 Basic web content management skills desirable. 

 Able to work evenings and weekends as needed. 

 Must have reliable transportation. 

 Driver’s license in good standing. 

 

Attributes: 

Exceptional customer service, attitude, listening, and communication; analytical and questioning mind; 

passionate commitment to accuracy and relevance; a good sense of humor; able to successfully 

handle multiple tasks simultaneously; self-starter and self-reliant, but able to consult with others; 

integrity and discretion; team player; pro-active approach to projects and tasks; community-minded; 

and pitches in to help without being asked. 

 

In support of the Americans with Disabilities Act, this job description lists only those 

responsibilities and qualifications deemed essential to the position. 

  

Rochester Area Community Foundation is an Equal Opportunity Employer. 

 

To Apply: We will begin reviewing resumes on January 14 and the position will stay open until it is 

filled. We request applications, resumes, and cover letters be submitted through Career Builder. If you 

must apply through the USPS, send a cover letter and resume to Philanthropic Planning Administrator 

Opening, Rochester Area Community Foundation, Attn: Human Resources, 500 East Avenue, 

Rochester, NY 14607. Supplemental materials may be sent to RACF-

PhilanthropicAdministrator@racf.org. No phone inquiries, please.  

 

https://www.careerbuilder.com/job/JCL1TC77DQWJ7HS2P09?ipath=JRGY1&keywords=rochester+area+community+foundation&searchid=407c8469-8653-4d85-a315-843d424de206%3AAPAb7IREf3DhKRBttmkMvyyWkrxjqT%2FTSw%3D%3D&siteid=ns_us_g
mailto:RACF-PhilanthropicAdministrator@racf.org
mailto:RACF-PhilanthropicAdministrator@racf.org

