August 14, 2000

ADMINISTRATIVE POSITION ANNOUNCEMENT

DEVELOPMENT OFFICER FOR THE ANNUAL FUND


Colorado College invites applications for the position of Development Officer for the Annual Fund within the Development Department.  Founded in 1874, Colorado College is a private, four-year, independent coeducational liberal arts and sciences college of 1900 undergraduate students and national distinction.  It is located on a 90-acre campus in downtown Colorado Springs, on the front range of the Rocky Mountains at the foot of Pikes Peak.  The College operates an innovative, one-course-at-a-time format known as the Block Plan.  The College is committed to increasing the diversity of the college community.  Candidates who can contribute to that goal are particularly encouraged to apply and to identify their strengths or experiences in this area.

ESSENTIAL DUTIES

The Development Officer for the Annual Fund solicits gifts for the Colorado College Annual Fund, both unrestricted and current operations funds.  The primary focus of this position is to recruit and train alumni class volunteers and to implement and enhance the Reunion Giving and Class Agent programs.  Under the supervision of the Director of the Annual Fund, this development professional works closely with the major gifts officers on reunion giving solicitations, the other Annual Fund officer on Class Agent solicitations for young alumni, and assists the Annual Fund team in the overall management of the office.  Specific duties include but are not limited to the following:

· Manage the overall Reunion Giving Program, including:

· Recruit Reunion Giving Co-Chairs and volunteer class solicitors for leadership giving in honor of the class reunion.

· Coordinate the Reunion Giving Workshop.

· Create solicitation material (letters, brochures, scripts, etc.) for volunteer solicitations.

· Support, track and provide statistical progress reports to reunion volunteers and staff on progress towards fund raising objectives.

· Interface with the Alumni Office on Homecoming/Reunion weekend and Alumni Leadership Forum activities.

· Revitalize the overall Class Agent Program, including:

· Recruit and train class agents in soliciting gifts and information from their peers in honor of their class year.

· Support, motivate and provide statistical progress reports to class volunteers on fund raising objectives.

· Create solicitation material (letters, brochures, scripts, etc.) for volunteer solicitations.

· Solicit funds from assigned prospects via personal visits, telephone calls and mail.

· Participate in establishing short and long term goals for the Annual Fund in conjunction with the Annual Fund Team.

· Manage the Reunion Giving budget.

· Supervise Staff Assistant.

· Perform other related duties as assigned or requested.

POSITION REQUIREMENTS

A Bachelor’s degree is required.  A minimum of two years experience in a non-profit environment in personal cultivation, solicitation, and coordination of volunteers, prospects or donors is preferred.  Sensitivity to the mission of a liberal arts and sciences college is essential.  Must have excellent oral and written communication skills and proven ability to work on several projects concurrently while meeting deadlines; must be able to travel occasionally; moderate weekend and evening work as needed.  The successful candidate will support and contribute to the goal of achieving greater diversity at Colorado College, including supporting the fund raising for diversity and intercultural initiatives within the context of overarching development priorities, and will be able to work effectively with the many constituencies in a college environment.

COMPENSATION

Salary will be commensurate with the qualifications and experience of the individual selected; Colorado College offers an excellent benefits package.

APPLICATION PROCEDURE

Applications will be reviewed as received and will continue until the position has been filled.  Send a letter of application along with salary requirement, current resume, and the name, address and telephone number of three professional references to:

Annual Fund Search

THE COLORADO COLLEGE

Human Resources Office

14 East Cache la Poudre Street

Colorado Springs, CO  80903

EQUAL OPPORTUNITY EMPLOYER

The Colorado College welcomes members of all groups and reaffirms its commitment not to discriminate on the basis of race, color, age, religion, sex, national origin, disability or sexual orientation in its educational programs, activities, and employment practices.
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