JOB DESCRIPTION

POSITION TITLE:


Director, Annual Giving






REPORTS TO:


Vice President for Advancement

PRIMARY FUNCTION: 
Lead the planning, implementation, and continuation of programs which increase annual giving dollars and participation from alumni/ae, parents, and other individual friends of St. Olaf College.

AREAS OF RESPONSIBILITY:


1. Provide overall leadership for the Partners program and for the development of strategies that will lead to the achievement of Partners goals.

· Represent the Partners team and the Partners programs in cross-functional areas (i.e. Principal Gifts).

· Provide timely reports to Vice President for Advancement, Board of Regents, etc. on Partners results and trends.

· In consultation with the Vice President for Advancement and the Treasurer, develop dollar and participation goals for Partners.

2. Recruit, hire, supervise and evaluate administrative and support staff.

· Associate Directors of Annual Giving (2).

· Assistant Director of Annual Giving (1).

· Annual Giving Coordinators (2).

3. Manage all Partners fundraising efforts for Classes 1978-1989 and 1974.
· Serve as the primary staff contact for Class Fund Agents in these classes.

· Coordinate solicitation of all CFAs in these classes.

· Work with each CFA in these classes to compose annual solicitation letter.

· Coordinate production of CFA letters for each class.  

· Send monthly packets to CFAs including gift reports.

· Communicate regularly with CFAs—provide them with current college information and report on progress toward goals.

· Recruit and train new CFAs in personal solicitation and cultivation as the need arises.

· Develop and distribute prospect lists for each CFA, including ask amounts.

· Regularly distribute Lybunt lists to CFAs.

· Motivate and monitor the progress of the CFAs throughout the year, providing additional support and training as needed.

4. Manage the 20th and 25th Reunion Gift Campaigns.

· Identify, recruit, train, and supervise Reunion Gift volunteers for reunion gift campaigns.  

· Personally solicit Reunion Gift chairs.

· Develop informative materials for and provide support to volunteers.  

· Send monthly packets to Reunion Gift volunteers including gift reports.

· Communicate regularly with Reunion Gift volunteers—provide them with current college information and report on progress toward goals.

· Coordinate the leadership phase of reunion campaigns, including prospect screening and personal solicitation by volunteers.

· Coordinate Reunion Gift direct mail and phone campaigns.

· Provide training for Reunion Gift volunteers in personal solicitation and cultivation.

· Monitor the progress of the Reunion Gift volunteers throughout the year, providing additional support and training as needed.

5. Coordinate Partners direct mail campaigns for alumni and parents, including publicity in the St. Olaf Magazine and St. Olaf Enewsletter.
· Develop a plan to effectively solicit all segments of alumni, parents and individuals.
· Work with Data Services staff to ensure data accuracy for affinity letters and mass appeals.
· Working with communications staff, coordinate production and mailing of mail pieces.
· Serve as the point person for vendors including mail houses.
· Ensure all mail pieces are properly tracked.  Analyze, evaluate, and report results for all mail pieces.
· Oversee production of annual report.
· Work with communications staff to strategically include Partners messages, stories, ads, updates and results in the magazine and enewsletter.  

6. Manage a portfolio of leadership annual fund donors.

· Cultivate, solicit, and steward 40-50 leadership annual fund donors ($1,000+ donors) annually.

· Personally visit and solicit assigned prospects, whenever possible.

· Identify prospects for planned and major gifts.

· Work closely with PGO colleagues and Advancement Researcher to identify new leadership annual fund prospects.

7. Work with the Vice President for Advancement to provide support for annual solicitation of Regents for Partners in Annual Giving.

8. Develop and manage the overall budget for Partners in Annual Giving.

9. Maintain positive relationships with volunteers, colleagues, students, and other constituencies.

· Serve as resource for the Alumni Board. Attend meetings as requested, regularly communicate program updates to the Board.

· Participate in establishment and achievement of department and division strategic plans, integrating the annual giving program with the entire development effort.

· Act as a team player and communicate program information within the division and with college constituencies.

· Communicate Partners results to college constituencies through St. Olaf, internal e-mail lists, and other means.

· Assist with Advancement events.

· Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Recruit, hire, supervise and evaluate administrative and support staff.

CONTACTS:

EDUCATION: 
Essential:

Bachelors Degree


Desirable:


EXPERIENCE:
Essential: 

Three years direct experience managing annual 




giving programs or related advancement experience.



Desirable:
Fund raising in higher education.

KNOWLEDGE, SKILLS, ABILITIES:

· Knowledgeable about direct mail, telemarketing, personal solicitation, and managing fundraising volunteers.

· Knowledge and appreciation of philanthropy and a commitment to liberal arts education.  

· Excellent oral and written communication skills; the ability to lead and motivate teams.

· Proven ability to lead projects to completion; and the ability to plan and set meaningful objectives.

PHYSICAL DEMANDS:


None

WORKING ENVIRONMENT:
Normal office environment
WORK SCHEDULE:


FTE:
1.0 



Term:
Full Year



Shift: 
Campus Office Hours

APPROVAL:                                                
Michael Stitsworth
DATE:




April 2009

