
JOB DESCRIPTION

POSITION TITLE

Annual Giving Coordinator (Alumni Classes of 1956 - 1984)
REPORTS TO:

Director of Partners in Annual Giving

PRIMARY FUNCTION: 
This position provides clerical support for the initiatives and efforts of the Office of Annual Giving.

AREAS OF RESPONSIBILITY:

1. Provide clerical and technical support for Office of Partners in Annual Giving 

· Prepare all materials associated with initiatives and campaigns

· Database management to include importing data; creating databases and queries; creating reports and contact pledge forms; data entry for contact information

· Collaborate with President’s Office in preparation of recruiting and thank you letters

· Produce merged, segmented letters

· Maintain and order office supplies
· Manage inventory of all correspondence materials (letterhead, gift envelopes, pledge paper, etc.)
· Coordinate and prepare monthly “Welcome” and “Welcome back” letters to donors
· Serve as back-up receptionist for Partners office
· Serve as back-up contact person for volunteers

2. Facilitate support for 45th, 40th, 35th, 30th, and 25th reunion gift campaigns.

· Coordinate monthly mailings for all Reunion Gift volunteers (electronic and “hard” packets for US mail recipients)

· Upload monthly gift reports for RG e-newsletter.

· Prepare for gift presentations on Celebration and Homecoming Weekends

3. Facilitate support for Class Fund Agents from the Classes of 1956 – 1984.

· Request and upload data for class-specific emails  

· Upload monthly gift reports for e-newsletter

· Coordinate monthly mailing for all CFA volunteers including creating and uploading monthly gift reports, requesting and uploading data for electronic recipients, and preparing “hard” packets for US mail recipients.
· Create and maintain email alias for each Director

4. Provide support for and manage all data entry for the Partners budget.

· Compile regular reports for Director.

· Manage all check requests and budget transfer requests.
5. Provide Millennium reports for Partners staff as needed.

6. Prepare and manage the databases for the annual Reunion Workshop and Leadership Conference.  Manage the RSVP process, and assist with the planning and implementation of the workshops.

7. Special project and event support as assigned (including the Board of Regents solicitation, Alumni Board solicitation, and Choir Robe gifts) and other related duties as assigned 

SUPERVISORY RESPONSIBILITIES: 
na

CONTACTS:
Daily contact with Advancement division, alumni, students, parents, major donors, campus community, and greater Northfield community
EDUCATION: 
Essential:
High school diploma or equivalent


Desirable:
Post high school education in a related field

EXPERIENCE:
Essential:
2–3 years experience in professional office setting


Desirable:
2-3 years experience in database management Experience in institutional or corporate fundraising

KNOWLEDGE, SKILLS, ABILITIES:

· Intermediate to advanced skill level with Microsoft Office software; proficiency in Access highly desirable

· Excellent organizational skills and detail oriented; ability to multi-task a must
· Excellent public relations skills, confidentiality a must

· Takes initiative while performing as a team player in/across departments & constituencies; maintain positive relationships with volunteers, colleagues, and students

· Good oral, written communication skills, and proofreading skills a plus

· Effective problem solving and analytical skills

PHYSICAL DEMANDS:
Ability to lift 15-20 pound boxes – event materials.

WORKING ENVIRONMENT:
Normal Office environment

WORK SCHEDULE:
FTE:
(Full-time Equivalent): 1.0



Term:
Year round position



Shift: 
8:00 A.M. – 5:00 P.M., Monday – Friday,


Occasional evening or weekend hours for special events.

APPROVAL:                                                
Rebecca Otten
DATE:





June 2005

