THE UNIVERSITY OF ARIZONA FOUNDATION

Job Description

Title:

Associate Director-Phone Programs

Department:
Annual Fund

Reports to: 
Director, Annual Fund


Date approved: 1/19/00

Job status:    
Exempt

General Position Summary:
Works in conjunction with the Annual Fund Director and Development Officers in identifying, cultivating, and soliciting alumni, former students, parents and friends of the University of Arizona through the telephone.  Primary goal is to reach dollar and decision requirements on a weekly, monthly and quarterly basis, based on objectives set at the beginning of the fiscal year.

Supervisory Responsibility:

This position supervises the Program Coordinator for Calling Operations, the Program Coordinator for Computer Operations, and the Telephone Outreach Program Secretary.

Essential Functions/Major Responsibilities:
· Write all pre-call pieces to be used in the Annual Fund’s Telephone Outreach Program (TOP)

· Meet with printing company bi-monthly to discuss TOP printing schedules as well as to check pre-call pieces for accuracy

· Meet with mail house as necessary

· Design and approve all TOP extras (i.e., pledge card forms, matching gift buck slips, etc.)

· Oversee TOP calling schedule assuring constituencies are started and completed within calling schedule guidelines

· Develop and propose annual research projects

· Ensure research projects are started and completed within scheduled time frames

· Ensure accuracy of research project data

· Prepare file request memos according to TOP calling schedule

· Work closely with Central Gift Office personnel in handling file requests

· Contact all Development Officers regarding bullet information for pre-call pieces, schedule college visits and obtain information to be used in scripts

· Develop and propose annual TOP budget and projections to Annual Fund Director

· Oversee and maintain budgeted allowances

· Schedule and organize Alumni Association calls prior to Alumni events.

· Schedule and organize Reminder Calls monthly.

· Schedule and organize thank-a-thons within 30 days of the completion of calling each constituency

· Prepare and present a final report to the Annual Fund Director upon completion of each constituency

· Proofread each pledge card.

· Respond to all TOP correspondence

· Supervise staff members
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Secondary Functions:
· Run daily and weekly SMARTCALL reports

· Summarize pledge reports for Central Gift

· Perform Initial Training, Role-play I & II and computer training

· Run calling shifts

· Perform first and second applicant interviews

· Submit caller payroll information to the Foundation Accounting Department

· Maintain personnel files

· Oversee calling, research and BENEFACTOR data entry staff

· Download and upload SMARTCALL prospects

· Build lists for calling shifts

Job Scope:
Performs essential job functions independently while working in conjunction with the Annual Fund Director.  Responsible for development of new procedures, policies and strategies in order to be most effective and efficient in meeting annual goals.  Makes varied decisions on a regular basis and is qualified to make most TOP decisions independently.  Held accountable for TOP budget and meeting projected dollar and decision goals.
Interpersonal contacts:
Contacts are approximately 50% over the telephone and 50% face-to-face and include the following:

· TOP program coordinators and secretary daily to maintain TOP activities
· Central Gift Office weekly to assure TOP reports are being received in an accurate and timely manner as well as to assure pledge procedures are being followed
· Alumni Records Department weekly to assure TOP reports are being received in an accurate and timely manner as well as to assure data entry and research steps are being followed
· Development Officers weekly to explain reports, update on TOP progress, coordinate calling etc.
· Printing company to proofread pre-call pieces and design TOP extras
· Alumni Association to assure Alumni event calls are following schedule, update with calling results and explain reports.
Specific Job Skills:
· Knowledge of telephone fundraising techniques and strategies 

· Management experience working with a variety of people in different settings

· Skill in motivating and leading employees

· Ability to develop and adhere to budgets

· Ability to develop projections (multiple mathematic equations)

· Manage multiple solicitation campaigns concurrently

· Demonstrated skill in pre-call piece writing

· Ability to prioritize tasks in an environment of changing time constraints and deadlines

· Excellent communication and interpersonal skills
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· Ability to read, write and speak English

· Proficient in MS Office

· Ability to operate basic office equipment (personal computer, copier, telphone, fax machine, etc.)

Education and/or Experience:

· Bachelors degree; AND

· One (1) year fundraising experience; AND

· Experience creating/managing budgets, projecting campaign statistics, and writing pre-call and direct mail pieces

Work Environment:
Standard office environment with close work on a computer.  The Associate Director for Phone Programs will be required to work evenings and/or weekends as necessary. 

The University of Arizona Foundation reserves the right to revise this job description at any time.
