
PCA Foundation Giver Services 
 
Position Title: Gift Services Administrator 

Reports To: Giver Services Manager 

Status: Full-time 

Location: Lawrenceville, GA 

 

About the PCA Foundation 

The Presbyterian Church in America Foundation (PCAF) exists to enable Christians to give 
more and more effectively as the Church, advancing the Kingdom and manifesting the presence 
of the Kingdom in their hearts. 

The Giver Services team plays an important role in that mission - providing thoughtful, 
personalized, and detail-oriented service to givers, helping administer charitable funds and 
facilitating grants to organizations doing meaningful work. 

If you enjoy serving others, solving problems, paying attention to the details, and being part of a 
team that makes a meaningful difference through its daily work, we invite you to consider joining 
the PCA Foundation. 

About the Role 

The Gift Services Administrator is an important part of the Giver Services team and helps 
givers get started well - turning a new fund request into a ready, reliable home for their 
charitable giving. 

This position supports the day-to-day administration of charitable funds, including new fund set 
up and documentation, contribution tracking, and fund management. Working alongside the 
Accounting team, the Giver Services team helps ensure gifts are handled carefully and each 
giver experiences clear communication and dependable follow-through on the details that 
matter. 

The ideal candidate is someone who takes pride in doing things well, enjoys helping others, is 
naturally organized, and understands that excellent service often comes down to the details. 
This is a hands-on role for someone who is eager to learn, contribute, and grow as part of a 
collaborative team. 

What You’ll Do 

 Prepare new fund documentation and set up accurate gift records in the fund 
management system following PCA Foundation procedures and escalating nonstandard 
items. 

 Verify contributions of cash, marketable securities, and proceeds from liquidated 
complex assets. 

 Maintain gift records and track setup and maintenance requests through completion, 
keeping information current and ready for review. 



 Prepare communications and provide timely confirmations to donors. 

 Communicate with donors and internal teams to answer questions, share updates, and 
help donors navigate the gift and grantmaking process with confidence. 

 Look for ways to improve and simplify gift processes, helping the Giver Services team 
serve donors more effectively as the Foundation grows. 

 Cross train within Giver Services, building knowledge of donor relations, Gift Services, 
and Grant Services. 

What You’ll Bring 

Education and Experience 
 Bachelor's degree in Accounting, Finance, Business, Nonprofit Management, or a 

related field, or an equivalent combination of education and experience. 

 1–3 years of experience in customer service, financial services, nonprofit administration, 
or a related environment. 

 Experience working in a high-volume, detail-oriented environment is a plus. 

 Experience with Blackbaud Raiser’s Edge/Financial Edge or a comparable CRM/ERP 
system is a plus. 

Knowledge & Skills 
 Familiarity with Donor Advised Funds or charitable financial services is a plus. 

 General understanding of IRS regulations related to charitable giving is a plus. 

 Proficiency with Microsoft Office applications. 

 Strong attention to detail and a commitment to accuracy in gift administration. 

 Excellent organizational and time-management skills, with the ability to manage multiple 
priorities. 

 Clear, professional, and gracious written and verbal communication. 

 A genuine desire to serve others and provide a positive experience for givers. 

 An initiative-taking, collaborative, and dependable approach to teamwork, and comfort 
learning new systems and processes. 

 Ability to handle confidential financial information with discretion and professionalism. 

Growing Personally, Spiritually, and Professionally 

PCAF believes that meaningful work is about more than what gets accomplished—it is also 
about how we serve others along the way. Team members are encouraged to continue growing 
personally, spiritually, and professionally through: 

 Regular engagement in church worship and activities, prayer, study of Scripture, and 
other Christian learning opportunities. 



 Ongoing professional development through educational seminars, workshops, 
professional publications, and networking. 

 Continued development of the knowledge and skills needed to serve donors and 
charitable organizations with excellence. 

Building Christian Community Through a Gospel Focus 

The Giver Services team seeks to reflect Christ in the way we serve one another, our givers, 
and the charitable organizations we support.  

Team members are expected to: 

 Seek the strengthening of the Holy Spirit to demonstrate the love of Christ through day-
to-day work and interactions. 

 Demonstrate an increasing faith in and love of Christ through service to others. 

 Serve with integrity, humility, reliability, and strong moral character. 

 Regularly pray for PCAF employees, givers, and charitable organizations served by the 
Foundation. 

 Participate in PCAF weekly devotions and team-building opportunities. 

Why This Role Matters 

Every gift given, and fund opened at PCAF represents a donor's desire to make a difference. 

The Gift Services Administrator helps turn that desire into action—setting up gifts and funds 
accurately, keeping records dependable, and answering questions with clarity—so the trust 
donors place in PCAF is honored through thoughtful, intentional service. 

If you are someone who enjoys making things work well, cares about serving people, and wants 
your daily work to contribute to something larger than yourself, we would love to hear from 
you. 

How to Apply 

Please email your résumé and cover letter to PCAFGiverServices@pcanet.org. Include “Gift 
Services Administrator” in the subject line. 

 


