
        Oregon Conference of Seventh-day Adventists 
 

 
 
Position:         Trust Officer 
  
 

Employment Category:  Full-time, exempt 
 

Department:  Planned Giving &  
                        Trust Services                                            
 

Work Location:  Gladstone, Oregon and  
mid-conference territory 
 

Reports to:    Director of Trust Services 
 

Date Posted:  February 3, 2012 

 

Job Overview:   The successful candidate will complete the requirements for certification by the 
Seventh-day Adventist Church, as a minimum.  The successful candidate will be a member of 
the Seventh-day Adventist church in good standing.  They will meet with prospective donors to 
provide general estate planning information regarding wills, trusts, and charitable gift annuities. 
The successful candidate also will present estate planning and planned giving seminars when 
invited to do so by local churches.  The candidate will need to have an ability to connect well 
with people, be detail-oriented and self-motivated with the ability to follow through on projects 
until completion.  The position will regularly require travel within the Oregon Conference territo-
ry. 

Responsibilities:  The Consultant’s responsibilities will include, but are not limited to: 
 

 Consult with Oregon Conference Territory church members who have a charitable intent 
on behalf of the ministries of the Oregon Conference and Seventh-day Adventist Church.  

 Obtain and organize data needed by estate attorneys in preparation of documents to 
support planned gifts and estate plans. 

 Maintain frequent contact with members within the assigned territory that have estab-
lished a charitable relationship with the Oregon Conference. 

 Maintain appropriate records of your consultations with church members in the assigned 
territory, and maintain accurate, up-to-date files on their estate plans.  

 Build a network by worshipping or preaching two Sabbaths each month with a territory 
church and, when invited, present Planned Giving and/or Estate Planning seminars. 

 Act as a fiduciary on behalf of charitable members in the various capacities needed. 

 By appointment of the Western Oregon Conference Association (the Trustee), serve as 
a Trust Officer of a church member trust.  Among other things, a Trust Officer maintains 
the assets of the trust and settles the estate of the trust as well as some wills at maturity.  

 Serve on the Association Management Committee to present new planned gifts and es-
tate plans for acceptance, and consider Association issues delegated to the committee 
by the Western Oregon Conference Association. 

 Obtain and/or maintain a Notary License in Oregon. 



 Attend to assignments or requests by the Trust Services Director or other Corporation 
Officers. 

 Maintain a pastoral relationship with individuals being served with estate planning in their 
homes, care centers, and hospitals, while showing a Christ-like, spiritual interest in each 
individual and their families. 

 
 
Certification:  
 

    Obtain and/or maintain certification as a Planned Giving and Trust Services Officer. 
 
    If not yet certified, attend three-week Introduction to Trust Services and Basic Estate 

Planning classes offered twice a year, and pass the certification examination. 
 
    Spend a week in two Planned Giving and Trust Services Departments in a local confe-

rence and union Conference. 
 

    Be employed by a Certified Planned Giving and Trust Services Department. 
 

    Attend a total of at least 60 hours of continuing education classes every three years. 
 
    Attend the North American Division Planned Giving and Trust Services Convention 

every three years. 
 
 
Education:  Bachelors degree is required.   
 
Compensation:  The position has a base salary between $3537 and $4147 a month, depend-
ing on experience.  Additional cost of living and travel amounts will also be paid based on loca-
tion and travel.  The position offers full benefits, including medical, dental, vision, holidays, vaca-
tion, sick leave, and defined contribution plan participation.  Work-related travel expenses are 
reimbursed.    
 
The position is open until March 1.   
 
To apply, download from the top of this page the General Employment Application and submit 
the completed application, along with a cover letter, resume, and writing sample to: 
 
Liesl Schnibbe 
Human Resources Administrative Assistant 
Oregon Conference of Seventh-day Adventists 
19800 Oatfield Road 
Gladstone, OR 97027 
 
Phone: 503.850.3510 
Fax: 503.850.3410 
E-mail: liesl.schnibbe@oc.npuc.org 
 

mailto:liesl.schnibbe@oc.npuc.org

