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Bequest Administrator

Warwick, RI

Position Summary

Serves as the organization’s administrator to support all planned giving efforts, and to oversee the administration of bequests, life income and deferred gifts to Plan International USA.
Main Responsibilities of the Job

· Under the direction of the Director of Principal Gifts, administer the estate portfolio from notification through closure & audit

· Maintain frequent contact with attorneys, executors, trustees, trust & fiduciary officers and family members to ensure that all documentation is provided and processed with the goal of the most timely and accurate closure of estate gifts   
· assist with coordinating all marketing efforts to increase planned gifts to the organization to include; coordinating mailing campaigns with internal staff and external vendors and maintaining and updating planned giving information on the Plan International USA website 

· serves as a point of contact for investment managers of planned gifts like charitable gift annuities and pooled income funds

· maintains files for and assists with stewardship and recognition efforts for members of the organization’s bequest society, the Brighter Future Society

· Processes, documents and maintains files for all planned gifts

· Interact with current and prospective planned giving and major donors 

Minimum Qualifications

· Basic knowledge of planned gifts

· Must be able to understand legal language relating to wills and trusts and must maintain confidentiality

· Display the ability to communicate well in person and in writing to donors, peers and supervisors and possess the ability to work collaboratively with others 

· Proven record of managing continually increasing responsibilities

· Possess a commitment to Plan International USA’s mission

· Must be able to work in a fast-paced environment with demonstrated ability to juggle multiple, competing tasks and demands 

· Must demonstrate efficiency and knowledge of a variety of computer software applications in word processing, spreadsheets, database and presentation software (MS Word, Excel, PowerPoint, MS Outlook)

Education and Prior Work Experience

· Bachelor’s degree preferred
· Three years experience in the legal and/or planned giving field
To apply submit your cover letter and CV on-line at our website www.planusa.org/jobopps to Job Req # 2012-0167.

Deadline: Tuesday, February 21, 2012 at 3:00 pm

Globally, Plan is a more-than $750 million organization established in 1937 and often ranked among the top 10 NGOs by reputation, size, and scope.  We work side by side with communities in 50 developing countries to end the cycle of poverty for children.  Our solutions are designed up-front to be owned by communities for generations to come and range from clean water and healthcare programs to education projects and child protection initiatives. Our work environment is unmatched, with a network of wonderful employees, volunteers, and students committed to promising futures, community by community.  Plan International USA is truly a great place to work.
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