
JOB DESCRIPTION

POSITION TITLE

Annual Giving Officer




REPORTS TO:

Director, Annual Giving

PRIMARY FUNCTION: 
The Annual Giving Officer is responsible to plan, implement, and continue programs that increase annual giving dollars and participation from alumni, parents, and other friends of St. Olaf College.

AREAS OF RESPONSIBILITY:


1. Solicit leadership prospects for Partners in Annual Giving through personal visits to qualify prospects for the annual fund and principal and planned gift programs. Manage direct mail efforts for Black & Gold and Monitou Heights Society prospects. Develop and expand volunteer involvement, stewardship and recognition for leadership donors.

2. Manage all Partners fundraising for parents through personal solicitation of parents with leadership potential. Manage Parent volunteer group through regular communication of college information and progress towards goals.  Identify and recruit Parent volunteers, provide informative materials, training and support. 

3.
Plan and implement corporate campaigns for Partners through collaboration with the Director of Corporate Relations to identify, recruit and train group of volunteers.

4.
Develop and manage budgets for travel, parents, leadership giving clubs and corporate campaigns.

5.
Maintain positive relationships with volunteers, colleagues, students and other constituents.
SUPERVISORY RESPONSIBILITIES: 
N/A

CONTACTS:
Director of Corporate Relations, Parent and Corporate Donors, Parent Volunteers.
EDUCATION: 
Essential:
Baccalaureate degree


Desirable:
Coursework in Marketing, Sales or other applicable areas.

EXPERIENCE:
Essential:
3 – 5 years fundraising, marketing, or sales experience.


Desirable:
Demonstrated success in fund-raising for a private college.

KNOWLEDGE, SKILLS, ABILITIES:

· Demonstrated knowledge of effective use of Microsoft Office and proficiency in web page design and maintenance.
· Demonstrated willingness and ability to work confidently with a variety of prospects, donors, and leadership volunteers; 

· Demonstrated success in leading and managing volunteers, creating successful programs and working effectively in teams. 

· Excellent written and oral communication skills.

· Superior organizational skills.

· Proven commitment to a liberal arts education.

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office environment on campus and up to 40% travel in Minnesota and Mid-West region.

WORK SCHEDULE:
FTE:
1.0 



Term:
Full Year



Shift: 
Flexibility in schedule to accommodate travel and evening and weekend commitments.

APPROVAL:                                                Rebecca Otten
DATE:




May 2004

