Assistant Director of Annual Giving
TITLE:
Assistant Director of Annual Giving

REPORTS TO:
Director of Annual Giving

JOB SUMMARY:
Design, implement, and continue programs that educate and engage alumni and parents in order to increase annual giving dollars and participation.

FTE:
1.0 Exempt

GENERAL DUTIES AND RESPONSIBILITIES:

1. Manage all Partners fundraising efforts for the Classes of 1945-1959; 1980-1989
· Identify, recruit and train new CFAs as the need arises.  Provide training in personal solicitation.

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

· Monitor the progress of the CFAs throughout the year, providing ongoing support and training as needed. 

· Coordinate class-specific direct mail and phone campaigns.

· Work in conjunction with Partners in Annual Giving Board volunteers to encourage alumni and parent ownership of annual giving.

2. Manage the 30th, 55th, and 60th  Reunion Gift Campaigns.

· Work closely with the Alumni and Parent Relations office to identify, recruit, train, and supervise reunion volunteers for the reunion gift campaign. 

· Personally solicit Reunion volunteers.

· Develop informative materials for and provide support to volunteers.  Provide training in personal solicitation.

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

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

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

· Identify “rising leaders” who would potentially be significant contributors to the 25th reunion campaign.

· Coordinate class-specific direct mail and phone campaigns.

3. Manage the 25th Reunion Campaign

· Perform Reunion Campaign duties as described above.

· Work closely with Senior Development officers and Alumni and Parent Relations office to raise a multi-year gift with a capital component.
4. Coordinate Parent volunteer program 
· Recruit and train new parent volunteers.  Provide training in personal solicitation. Communicate regularly with parent volunteers—provide them with current college information and report on progress toward goals.

· Motivate parent volunteers and evaluate their progress. 

· Coordinate direct mail and phone campaigns.

· Collaborate with Senior Development officers, vice president’s office, and the president’s office to help organize and implement parent engagement events.

5. Develop and manage budgets.

· Parents

· Others as assigned

6. Maintain positive relationships with volunteers, colleagues, students and other constituents.
· Assist with events, including Homecoming and Family Weekend, Commencement weekend, and Reunion weekend.

· Perform other duties as assigned.

Qualifications:

Bachelor’s degree required.

Proficiency in Microsoft Office; 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 liberal arts education at a college of the Church.


