
JOB DESCRIPTION

POSITION TITLE:



Stewardship Coordinator

REPORTS TO:



Director of Stewardship

PRIMARY FUNCTION: 
Provides administrative, technical, and creative support in the implementation and realization of all donor events and donor-centered projects.

AREAS OF RESPONSIBILITY:

1. Creates and maintains databases for donor recognition events, donor-centered projects and the annual Thankathon.  Trains student workers to assist in data entry; insures integrity of data entry. Creates and generates queries and reports as requested. Performs routine database maintenance prior to and upon event completion.

2. Assists in planning and implementation of donor recognition events such as Honors Day, Manitou Heights Society, and Presidents’ Dinner/Christmas Festival; to include but not limited to: overseeing all invitations, nametags, placecards and department designed communication pieces.

3. Coordinates the monthly distribution of birthday cards; annual distribution and mailing of Christmas cards; and the delivery of plants to donors at Christmas time. 
4. Provides general office management through set-up and maintenance of filing systems, answering of primary line for the department and providing routine information and answering routine questions via phone, email and in person; monitors and tracks all expenditures for the department to ensure accuracy and adherence to the budget.

5. Maintain Stewardship website.  This includes: writing donor and student profiles; proposing new ways to use web site as a communication tool to donors; updating of scholarship information; adding graphics and special effects.

6. Writes all thank you letters as related to:  memorial gifts, foundations, unmanaged donors as related to donor-advised funds, and other miscellaneous gift acknowledgements.

SUPERVISORY RESPONSIBILITIES: 
Hires, trains and supervises two or more student assistants in the process of preparing for donor appreciation and scholarship related events. 

  CONTACTS:



Faculty and staff members, students, donors, 

internal and external vendors.

EDUCATION: 
Essential:
High School Diploma or equivalent; Vocational level training in computer software.


Desirable:
Graduate of Technical or Community College related business program; baccalaureate degree in English or Communications.

EXPERIENCE:
Essential:
Two to three years of demonstrated success as an administrative assistant in a similar office setting. One to two years of MS Access database management; experience writing professional level business correspondence.

         
Desirable:
Experience working in a higher education setting and/or philanthropic business

KNOWLEDGE, SKILLS, ABILITIES:


· High level of accuracy and detail oriented.
· Ability to maintain confidentiality with sensitive information.

· Advanced computer skills in a PC platform environment. Extensive experience with database management, word processing, and spreadsheets using Microsoft 

Office Suite: Word, Excel, Access, Publisher; Photoshop; web page development and 

maintenance, experience with Dreamweaver or other web design software a plus.
· Demonstrated ability to write clearly for multiple audiences in the form of professional business correspondence; informal and formal reports.

· Ability to edit and proofread print and web materials.

· Excellent oral communication skills; must possess a willingness to and enjoy interacting with a variety of people in a pleasant and effective manner

· Ability to judge, juggle and be creative with priorities based on department expectations and deadlines. Must be highly organized and able to multi-task.

· Ability to solve problems and react quickly with a pleasant and gracious demeanor.

· Team player - ability to handle high volume of work with a cooperative attitude.

· Ability to work with minimal supervision.

· Knowledge of St. Olaf College community a plus

PHYSICAL DEMANDS:


Intermittently transport/carry events materials; 

stamina for long hours during college events.

WORKING ENVIRONMENT:
Office Environment

WORK SCHEDULE:
FTE:  
1.0


Term: 
Year round position 


Shift: 
Campus office hours 8:00 A.M. – 5:00 P.M.

Monday – Friday; Occasional evening and weekend hours for special events.

APPROVAL:                                                 Connie Albers

DATE:




July, 2011
