JOB DESCRIPTION

POSITION TITLE

Director of Stewardship




REPORTS TO:

Associate Vice President for Advancement and College Relations

PRIMARY FUNCTION:     Plan and implement stewardship programs and recognition of 

donors to St. Olaf College, which will strengthen the relationship 

between donors, prospective donors, the president and the

development staff in order to achieve fundraising goals.

AREAS OF RESPONSIBILITY:


1. Provide for opportunities to connect and engage donors and fund recipients as much as possible.  Create and/or identify programs and events to ensure donors that the college is attuned with their interests and concerns.  These may include:

a. An On-Line Donor Report (in concert with Partners in Annual Giving)

b. Annual reports for 30 specialized funds such as chairs, academic endowments and faculty development. Encourage and involve faculty members who hold such chairs or benefit from the endowments to report recent accomplishments to the donors of those funds.

2. Manage and implement the acknowledgement process to ensure that all donors are thanked in personal, timely and appropriate manner. Prepare acknowledgements for memorial and honorary gifts.  For gifts greater than $10,000, prepare for the President an acknowledgement letter and information about the donor.

3. Oversee the scholarship reporting process including the annual scholarship reports and the student “write-a-thons.” Ensure funds are spent according to the donor guidelines; assist development staff in preparation of scholarship agreements.

4. Provide primary oversight of the stewardship website.
5. Develop proposals for potential stewardship initiatives including the stewardship of the college’s top giving clubs – the Regents’ Circle and B.J. Muus Founder’s Circle and initiatives for moving individuals to the next level of giving.

6. Develop specific plans for stewarding those individuals who are the college’s most significant donors or have made significant contributions to the college and/or campaigns.

7. Work with the Conferences and Events staff in planning building dedications, donor recognition, and events; implements plans for stewarding donors.  Monitors and coordinates donor naming opportunities.

8. Serve on the Leadership Team for the Advancement and College Relations Division.

SUPERVISORY RESPONSIBILITIES: 
Supervise associate director for church relations, stewardship coordinator and a .5 administrative assistant for church relations

CONTACTS:
▪ Collaborate with faculty, staff and emeriti on day-to-day operations.


▪ Maintain necessary contact with donors and their              families (including the St. Olaf Board of Regents)


▪   Collaborate with staff in the financial aid and business offices.

EDUCATION: 
Essential:
Bachelor’s degree in a related field


Desirable:
Advanced degree in a related field

EXPERIENCE:
Essential:
Three or more years of successful experience in stewardship, development, alumni relations, event planning and/or donor relations. At least one year in a supervisory role.


Desirable:
Experience in higher education, preferably with a liberal arts college.

KNOWLEDGE, SKILLS, ABILITIES:


a. Ability to work constructively and cooperatively with a diverse group of external constituents.

b. Creative, energetic and ambitious person who is able to lead programs and manage projects.

c. Strong organization skills with attention to detail.

d. Strong commitment to quality, timeliness, and effectiveness.

e. Demonstrated oral and written communication skills.

f. Knowledge of and commitment to the mission of St. Olaf College.

g. Understanding and appreciation of church relations within the context of a college of the ELCA a plus.

PHYSICAL DEMANDS:
None; ability to transport materials necessary for events.   

WORKING ENVIRONMENT:
Most work is done in a normal office setting 

WORK SCHEDULE:
FTE:
1.0 full-time year round position. 


Campus Office Hours: Monday – Friday; 8:00 – 5:00 P.M.; some evening and weekend hours for special events.  


APPROVAL:                                                
Janet Kringen Thompson
DATE:




September 2007

10/1/2007

