
JOB DESCRIPTION

POSITION TITLE

Associate Director of Annual Giving




REPORTS TO:

Director of Annual Giving
PRIMARY FUNCTION: 
Plan, implement, and continue programs which increase annual giving dollars and participation from alumni, parents, and other individual friends of St. Olaf College.

AREAS OF RESPONSIBILITY:

1. Manage the 15th, 10th, and 5th Reunion Gift Campaigns.

· Identify, recruit, train, and supervise Reunion Gift volunteers for the 15th, 10th, and 5th reunion gift campaigns.  Chairs to be recruited prior to the Reunion Workshop.

· Personally solicit Reunion Gift chairs.

· 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.

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

· Coordinate class-specific direct mail and phone campaigns.

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

2. Manage all Partners fundraising efforts for the Classes of 1990-2004.

· Serve as the primary staff contact for Class Fund Agents in these classes.

· Coordinate solicitation of all CFAs in these classes.

· Work with CFAs to compose solicitation letters.  Coordinate production of CFA letters/e-letters for each class.  All fall letters will be produced and mailed by October 31.

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

· Recruit and train new CFAs as the need arises.  All classes should have a minimum of three CFAs.  Provide training in personal solicitation.

· Motivate CFAs and evaluate their progress.

· Regularly distribute Lybunt lists to CFAs.

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

3. Plan and implement a young alumni program.  Manage all Partners fundraising efforts for the Classes of 1999-2004.

· Serve as the primary staff contact for Class Fund Agents in these classes.

· Coordinate solicitation of all CFAs in these classes.

· Develop, recruit and facilitate a Young Alumni Leadership Council.

· With guidance from the Young Alumni Leadership Council, develop a marketing plan that will educate young alumni about the importance of giving and emphasize the value of participation.

· Creatively and effectively solicit young alumni.

· Design new ways to recognize young alumni donors.

4. Manage Seniors in Annual Giving (SAG) Campaign.

· Recruit, train, and advise senior campaign co-chairs.

· Advise senior team of campaign goals and strategies and organize implementation of the campaign.

· Monitor senior class giving and plan strategy with senior committee for pledge fulfillment and recognition.

5. Develop and manage budgets for Young Alumni and Seniors in Annual Giving.

6. Maintain positive relationships with volunteers, colleagues, students and other constituents.

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

· Represent Partners staff and provide support for division-wide projects.

· Assist with Advancement events.

SUPERVISORY RESPONSIBILITIES: 
Recruit and interview potential student workers. Recruit and train volunteer alumni (Class Fund Agents) and Reunion Gift volunteers.

CONTACTS:
Students, Alumni, Donors, Volunteers, Staff, Faculty and Outside Vendors.

EDUCATION: 
Essential:
Baccalaureate degree


Desirable:
Coursework in English, Journalism, Marketing or other applicable areas.

EXPERIENCE:
Essential:
2 –4 years experience in fund-raising and/or volunteer coordination or equivalent experience.

Desirable:
Fund-raising and/or volunteer coordination for a private college.

KNOWLEDGE, SKILLS, ABILITIES:

· Demonstrated knowledge of effective use of a computer (Microsoft Office specifically).

· Must have good writing skills and have the ability to communicate effectively.

· Superior organizational skills.
· Team player with a commitment to the goals of liberal arts higher education and specifically the mission of St. Olaf College.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:
Normal Office Environment
WORK SCHEDULE:
FTE:
1.0 



Term:
Full Year



Shift: 
Campus office hours


Flexibility in schedule to accommodate evening and weekend commitments.

APPROVAL:                                                
Rebecca Otten
DATE:




May 2004

