
JOB DESCRIPTION
POSITION TITLE



Associate Director, Advancement Services –







Research and Prospect Management

REPORTS TO:



Director of Advancement Services

PRIMARY FUNCTION: 
Under the guidance of the Director of Advancement Services, manage the prospect research staff while having leadership over fulfilling the information needs of the Advancement and College Relations Division of the College, by preparing and providing profiles and reports on individual constituents of interest to St. Olaf College through primary and/or secondary research and analysis.

.

AREAS OF RESPONSIBILITY:


1. Manage the day-to-day operations of the prospect research staff, under the guidance and supervision of the Director of Advancement Services.

2. Train research staff, advising them in terms of research techniques and resources as well as processes and procedures followed by the department.

3. Assist the Director of Advancement Services in offering training and professional development opportunities to division staff to insure their skills are sufficient for the work they are assigned using the Millennium database and reports.

4. Collaborate with the Director of Advancement Services and the Senior Director of Development to ensure that all development staff are proficient in the Millennium database and are comfortable with the prospect management features and reports.

5. Work with the Development staff and the Prospect Researcher to research, prepare, and provide profiles and reports, both in-depth and otherwise, on potential and identified major gift and high-level annual gift prospects for St. Olaf College.

6. Support the division’s prospect management program and goals by: proactively identifying new major gift and high-level annual gift prospects through electronic alerts, analysis, screening information, data mining techniques, push technology, demographic searches, etc; managing and conducting the wealth capacity and ratings process; preparing prospect reports for use by the senior development officers and annual giving team; and assisting with prospect tracking record keeping and processes.

7. Assist the Director of Advancement Services, as needed, in preparation for prospect screenings and with the import and use of the data returned from the screening.

8. Monitor contact/action reports for prospect research and management-related information, recording appropriate information in the Millennium database.

9. Review and monitor electronic and paper resources for research-related information about St. Olaf constituents – alumni, parents, and friends of the College. Distribute and record pertinent information in the Millennium database and store appropriate information in the division’s electronic document imaging system.

10. Through professional development, keep up-to-date with effective management skills, prospect research and prospect management techniques as well as trends in the prospect research profession and the advancement/fundraising field.

11. Assist the Director of Advancement Services in identifying and maintaining fee-based and non fee-based research tools, making recommendations for additions or deletions to the tool set.

12. At all times, uphold the ethical and confidentiality guidelines of the College, the Association of Professional Researchers for Advancement (APRA) and Council for Advancement and Support of Education (CASE).

.  


SUPERVISORY RESPONSIBILITIES: 
Two staff: Prospect Researcher and Research Assistant; 1-3 student workers
CONTACTS:
Supports the Director of Advancement Services; President and Board of Regents, through the Liaison to the President for Advancement and College Relations; Vice President of Advancement and College Relations; Senior Director of Development; Senior Development Officers; Director of Annual Giving;  Director of Alumni and Parent Relations.

EDUCATION:         Essential:
Bachelor’s Degree in Library Science, Journalism, Communications, Information Services, English or other related fields. Special consideration may be given to strong transferable skills.


Desirable:

Master’s Degree (See above fields)

EXPERIENCE:         Essential:
5-8 years experience in prospect research, having experience with use of online information sources, database entry, and familiarity with SEC documents. Special consideration may be given to strong transferable skills.

Desirable:
3-5 years’ experience in higher education with responsibility for prospect research and/or prospect management. Good working knowledge of fundraising processes and tools commonly used by prospect researchers.  Campaign and prospect screening experience preferred.
KNOWLEDGE, SKILLS, ABILITIES:

· Demonstrated knowledge and skills related to management of staff and projects. 

· Proficiency in conducting donor research, with experience in recognizing and assessing wealth indicators and giving capacity as well as identifying prospects.

· Knowledge of donor types with an understanding of fundraising processes and donor cycles:  identification, qualification, cultivation, solicitation and stewardship.

· Proficiency in locating relevant information in a variety of formats: including electronic, hard copy, telephone calls, conversations with staff and volunteers, etc. and then organizing it in a report format used by the department. 

· Excellent written and verbal communication skills with the ability to synthesize large amounts of information into a concise but thorough product, paying attention to accuracy, detail, and pertinence of the information.

· Ability to negotiate project parameters and deadlines with Advancement staff.

· Proficiency in the use of Microsoft Office tools, particularly Word and Excel.

· Strong interpersonal skills with the ability to work collaboratively with all development staff, division staff and others at the College, while partnering with the Advancement Services team to support the division’s information needs.

· Proficiency in organizational skills that demonstrate the ability to manage several concurrent requests for information and prioritize those requests to meet deadlines.

· Knowledge and experience working with a relational database.

· Ability and willingness to work independently or as a team member.

· Willingness to take on leadership of new projects and acquire new skills as needed.

· Strong working knowledge of prospect research ethics, including statements by APRA and CASE.

PHYSICAL DEMANDS:
N/A 

WORKING ENVIRONMENT:
Normal office environment.  

WORK SCHEDULE:
FTE: 1.0


Term: Full Year


Shift: Campus Office Hours 8:00 a.m. to 5:00 p.m. Monday through Friday; occasional evening and weekend hours for special events. 

APPROVAL:                                                 Janet Kringen Thompson
DATE:




February 25, 2011
