
 

 
 
 
Announcement for Part-Time Position: 
Institutional Advancement Administrative Assistant 

 
Position Description:  The Institutional Advancement Secretary is 

vital to MACU as she helps the Vice President of Institutional 
Advancement raise financial support for the college to prepare and 

challenge men and women for career and volunteer work in Christian 
service.  This position reports to the VP Institutional Advancement. 

 
MINIMUM QUALIFICATIONS:  A committed Christian with a desire 

to support Christian Higher Education. Graduate of a standard high 
school or equivalent.  Have the ability to coordinate complex tasks.  

Have the ability to type fifty (50) words per minute.  Proficient in the 
use of PowerPoint, Excel, and Microsoft Word.  Have thorough 

knowledge of spelling, punctuation and grammar.  Ability to handle 

multiple tasks in a variety of areas.  
 

PREFERRED QUALIFICATIONS:  An AA degree or former work 
experience in a similar field is desired.  Two or more years of 

experience in a similar field. Experience with Black baud (Raiser’s 
Edge). Must be able to work as part of a team to promote alumni and 

community relations.  Must have exceptional interpersonal relationship 
skills, the ability to maintain financial records. 

  
PHYSICAL REQUIREMENTS: - Ability to lift objects under 25 pounds 

including using the upper body to raise objects from a lower position 
to a higher position; ability to reach including extending the arm and 

hand; ability to stand for short or extended periods of time; ability to 
engage in repetitive motions including finger dexterity; ability to 

speak, hear and see. Ability to crouch, climb and walk stairs.  

 
Responsibilities:    

 Oversee all gift income to University and Foundation including 
mail and online gifts; receipting, reports, audit assistance, goal 

tracking, matching gift companies and correspondence 



 Database management of alumni and supporters including data 

entry, reports, mailings, and other tasks, maintains and updates 
records and files 

 Provide support to maintain multiple budgets; entering, tracking 
and reconciling expenses, purchasing card charge and receipts 

 Coordinates with VPIA to write/produce all appeal letters, receipt 
letters and reports 

 Organize materials and mailings for special appeals and capital 
campaigns 

 Answer the phone, greet office visitors and provide appropriate 
assistance 

 Make phone calls to constituents regarding donations, appeals 
and capital campaigns 

 Assist and support university special events to enhance 
community and donor relations 

 Provide support for meetings such as catering, room scheduling 

and coordination of meeting times and dates 
 Purchase and maintain items to promote the university to 

constituents 
 Maintain files related to estate planning and legacy gifts 

 Ensure receipt letters are written, signed, and mailed in a timely 
fashion 

 Obtain equipment, services, and supplies needed by the 
department by maintaining an inventory of supplies 

 Update and maintain ministry job postings on website 
 Perform other duties as required 

 
Application Process:  

Send (1) a letter of application, (2) resume’, (3) reference list, and, 
(4) salary expectations. All materials may be sent to Vice President 

J.W. Maurice, Mid-Atlantic Christian University, 715 N. Poindexter 

Street, Elizabeth City, NC 27909. Materials may also be sent via email: 
advancement@macuniversity.edu 

The application process remains open until the position is filled. To 
learn more about Mid-Atlantic Christian University, visit the web site at 

www.macuniversity.edu.  
 
Mid-Atlantic Christian University, a private, faith based, four year university, is committed to equality of educational 
opportunity and will not discriminate against applicants, students, or employees on the basis of race, color, national or 
ethnic origin, gender, age, disability, or prior military service. Federal guidelines (Sections 702-703 of Title VII of the 1964 
Civil Rights Act) clearly recognize the right of church related institutions to seek personnel who will support the goals of 
the institution. Being a student or employee at Mid-Atlantic Christian University requires a commitment and lifestyle 
consistent with the institution's mission and values.  
Mid-Atlantic Christian University is accredited by: The Commission on Colleges of the Southern Association of Colleges 
and Schools (SACS) to award certificates, associate and baccalaureate degrees. 
 
 


