

JOB DESCRIPTION

POSITION TITLE:


Director of Advancement Services




REPORTS TO:


Vice President for Advancement and College Relations
PRIMARY FUNCTION: 


The Director of Advancement Services is responsible for overseeing all aspects of data systems management and reporting processes as well as prospect research efforts. In collaboration with other members of the division, the director will identify ways in which the College’s data system can better meet advancement objectives and implement necessary changes accordingly.  In collaboration with the division’s Vice President and the Senior Director of Development, this person will develop, implement and direct all aspects of prospect management, including data mining, identification of prospects, research, tracking, and analysis necessary to provide accurate and timely information and strategy in support of a forthcoming comprehensive fundraising campaign at St. Olaf College. 

AREAS OF RESPONSIBILITY:


1. Lead, manage and design the ACR division’s data systems processes.  Partner with other division directors to identify and meet ACR’s data, information and reporting needs. Provide leadership for special projects in data systems.
2. Direct the division’s data mining and research processes, working closely with the Senior Director of Development, to identify prospective donors, particularly at the major gift level.  Assure that the prospect information needs of the division are met through working collaboratively with the departments and end users of the process.
3. Direct the prospect management and tracking system.
4. Lead implementation of prospect screenings and oversee import, analysis, and use of the resulting data.
5. Supervise, evaluate and provide direction to the research and data services staff.   
6. Direct advanced report writing and database management functions partnering with St. Olaf College Information and Instructional Technologies staff members.
7. Organize training and professional development opportunities for division staff to insure that they have sufficient skills for their work with the Millennium database and reports.
8. Prioritize and manage the division’s overall technology project requests and coordinate their implementation with IIT.
9. Manage and maintain research files and reference materials, including imaged documents, in-house files, hard copy references, on-line subscriptions, and other resources.

10. Develop and manage the department’s budgets.
11. Serve as a member of the Advancement and College Relations division leadership team.
SUPERVISORY RESPONSIBILITIES: 
This position supervises a staff of seven: an associate director for research and prospect management; a prospect researcher, a prospect research assistant, a data analyst, a report writer, a gift processor, a records coordinator, and multiple student workers.
CONTACTS:
President and Board of Regents, VP of Advancement and College Relations, Senior Director of Development, Senior Development Officers, Director of Alumni and Parent Relations, Director of Annual Giving, Director of Stewardship, Liaison to the President for Advancement and College Relations, and staff of IIT.

EDUCATION: 
Essential:
Bachelors degree 


Desirable:
MBA or Masters in Management Information Systems or related field.
EXPERIENCE:
Essential:
3 or more years of management and supervisory experience, 7-10 years of experience in technology and database management; previous experience in fundraising in higher education.

Desirable:
Fundraising campaign and prospect screening experience. Experience with Millennium, Access, Oracle
KNOWLEDGE, SKILLS, ABILITIES:

This position bridges technology and the people who use the research or data to do their work.  The candidate needs excellent oral and written communication skills and the ability to lead and motivate others.  Must make quick decisions in a fast-paced environment. Knowledge and appreciation of philanthropy and a commitment to liberal arts education.  Needs expert proficiency in database management and report writing; knowledge of and expertise in prospect management and prospect screening; the ability to demonstrate acute attention to detail and organization; proven ability to lead projects to completion; the ability to plan and set meaningful objectives; and, ability to integrate the work of advancement services into overall advancement goals.  A sense of humor is helpful.
PHYSICAL DEMANDS:
No specific physical demands.

WORKING ENVIRONMENT:

Typical office setting, occasional travel for

conferences or training
WORK SCHEDULE:
FTE: 1.0, regular campus hours; some evening or weekend hours for special events. 
APPROVAL:        



Michael Stitsworth                                         

DATE:




March 3, 2011

