
 University of Pittsburgh
   Office of Human Resources

JOB DESCRIPTION

Please print in ink or type

I.
Current


Incumbent and Position Data

	Name (Last, First, Middle Initial)

	Social Security Number


	Employee Department Code
	Position Number
	Name of Responsibility Center;

Department; Section Within Department
	% of Effort

	0
	1
	0
	5
	1
	01318
	Institutional Advancement; Development;
Annual Giving
	100%

	Current Job Class Code
0802
	Current Class Title
Development Specialist II
	Working Title
Manager, Development Projects, Pitt Internal Campaign and Direct Mail Campaign
	FLSA Status
E
	EEO-6 Cat
PR
	Provisional Period

6 mths
	Effective Date
9/20/99


II.
Reason for Request and Comments


 FORMCHECKBOX 
  Classification Review Request


 FORMCHECKBOX 
  Recruitment

III.
Position Description in Summary

To create and implemant all central Institutional Development direct mail solicitation in conjunction with the telefund operations for targeted groups of alumni and friends. To create and implement a faculty/staff fundraising strategy for annual campaign; set fundraising goals and develop plans necessary to successfully meet goals. Recruit volunteer leadership committee; identify, solicit prospects and train volunteers to do the same.
Proceed to Sections IV and V on the following pages for employee involvement in the documentation of the Job Content and then return to Section VI below for administrative signatures. If position is vacant, supervisor should complete Section IV.

VI
Signatures

Supervisor’s Name

Departmental Administrator’s Name

Responsibility Center Administrator’s Name




Signature

Signature

Signature




Date

Date

Date

IV.
Documentation of Job Content

When appropriate, the employee is to be asked to complete this section. However the supervisor has the ultimate responsibility for its accuracy and completeness. So that Human Resources may properly evaluate the Job Description, please provide detailed responses. (For assistance in completing this section, please refer to Preparing Job Descriptions for Staff Positions.)


A.  Duties, Responsibilities, Performance Standards, and Percentages of Time

	Percentage of Time
	
	Duty or Responsibility
	
	Related Performance Standard

	
	
	
	
	

	
	
	Annual Giving
	
	

	35%
	
	Plan and execute internal campaign to raise funds from University of Pittsburgh employees. Consistently identify, recruit and train volunteer committee to assist in personal solicitation process. Oversee coordination of campaign theme in all aspects of the program.
	
	Seek to recruit volunteer fundraising committee of 20+ faculty/staff members at the leadership level and raise approximately $500,000 from 10,000 prospects.

	
	
	
	
	

	35%
	
	Develop solicitation and communication strategies with volunteers via telephone, mail and/or visitation for reporting and updating measures. Work with the volunteers and staff to carry out giving strategies for faculty/staff campaign. In the case of prospects who fall into Major Gifts, Planned Giving or Chancellor's Circle, consults with key staff members to formulate effective strategies.
	
	Seek to increase faculty/staff gifts concentrating on personal visits to bring new CC members on board.

	
	
	
	
	

	5%
	
	Write direct mail solicitation pieces for central direct mail effort.
	
	Complete 4-5 central alumni pieces: 2 central mailing and possible matching gift piece in addition to all PIC pieces.

	
	
	
	
	

	5%
	
	Participate in department's planning and goal setting efforts.
	
	Research our statistics and benchmark with other institutions to analyze our program success.

	
	
	
	
	

	
	
	Pitt-United Way Campaign
	
	

	20%
	
	Coordinate the execution of the Pitt-United Way Campaign. Liaison with United Way Representative and steering committee members to ensure plans are carried out. Provide campaign chair and manager with progress reports and suggest strategies of corrected measures during the campaign.
	
	Campaign events and objectives are executed on time for campaign success.


B.
The following statements MUST be completed to evaluate this Description. (If necessary, use a separate sheet.)


In order to perform the duties of the position, explain:

1. The minimum knowledge/education level required. (All qualifications listed must be job related. State the minimum type and level of education and/or skills necessary and why they are necessary. Keep in mind that relevant experience can be substituted for formal education requirements.)

Bachelor's degree or equivalent combination of fundraising experience.
2. The minimum experience level required. (Again, all qualifications listed must be job related.)

Two to four years demonstrated success in fundraising or related experience in sales/marketing.
3. The amount of supervision received by the incumbent. (What is the job class code and working title of the supervisor? How, and to what extent, is the incumbent’s worked checked? Note the distinction between initial or special training and ongoing supervision.)

Expected to act independently with limited supervision by the director of annual giving, to work on faculty/staff campaign and central I.A. direct mail. reports to director of annual giving.
4. The analytical skill required. (What is the complexity or standardization of the tasks which are performed?)

Must develop and implement plans to raise funds that meet or exceed faculty/staff goals within budgetary constraints. Personal solicitation focus will be on prospects at the $1,000+ level.
· Determine faculty/staff campaign and direct mail fundraising goals and implementation strategies.

· Establish good communication with prospects, select and train strong faculty/staff fundraising volunteer committee.

· Develop effective strategies for faculty/staff prospects of $1,000+

· Be able to respond to unique requests/concerns from volunteers/prospects in a diplomatic manner.

· Coordinate central I.A. mail campaign in conjunction with directors of development and telefund efforts.

5. Both the level and budget volume (Dollar Amount) of financial responsibility/accountability. (What is the extent of the incumbent’s responsibility for calculating and verifying figures; gathering data; typing requisitions or budget documents; monitoring or analyzing expenditures; preparing reports; approving purchases; planning and authorizing department or grant budgets, etc.?)

Handle central direct mail for 180,000 alumni and friends, approximately $70,000 in budgetary responsibility.
6. The impact of actions carried by this position. (What are the probable results of inadvertent error or mistake in judgment, interpretation, or exercise of responsibility?)

Errors can result in loss of funds, donors and friends of the University. Misinformation, mistakes, missing deadlines could neagatively impact fundraising efforts.
7. Both the diversity and complexity of the supervision exercised. (List the job class codes and working titles of those directly trained and/or supervised by this person.)

Will directly supervise an active force of faculty/staff fundraising volunteers.
8. The scope of the human resources impact of this position. (Explain supervisory role in hiring, firing, promoting, evaluating, increasing salaries, etc. of other employees. Does the position carry “lead” responsibility? Explain how, and to what extent, the work of others is checked by the incumbent.)

Recruitment and guidance of volunteers only. Diplomatic skills are a must in order to work with a variety of personalities.
9. Both the level and nature of the internal contacts. (What, if any, University departments does the incumbent contact. Why are these contacts made and how frequently are they made?)

Internal contacts at all levels in all departments take place frequently for the purpose of raising funds for the University.
10. Both the level and nature of the external contacts. (What, if any, interactions does the incumbent have with people or organizations outside the area/department, e.g., the general public, service representatives, government agencies, community leaders, alumni, students, etc.? Why are these contacts made and how frequently are they made?)

Frequent external contacts include alumni, friends and vendors.
C.
Americans with Disabilities Act (ADA) -- To comply with the employment provisions of the Americans with Disabilities 
Act, the following must be specified.

1. The “essential functions” of the position. The Americans with Disabilities Act defines “essential functions” as job tasks that are fundamental to the position and not marginal or incidental.

Must be able to utilize computer, travel across campus for meetings.
2. The “physical effort” required. Is the position sedentary or must incumbent stand or walk for extended periods of time or lift heavy objects (e.g. more than 2 to 4 reams of paper) frequently?

Primarily sedentary; Campus travel/activities - 35%



D.
Occupational Safety Health Administration (OSHA) -- To comply with OSHA regulations, the following questions must 
be answered. (If the answer is YES to any of the questions, a copy of this job description must be sent to the 
Environmental Health and Safety Office, B-80 Benedum Hall.)

1. Does this job require handling of, or exposure to human body fluids?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
  NO. Exposure to other biological agents?   FORMCHECKBOX 
  YES   FORMCHECKBOX 
  NO

2. Does this job require work with laboratory chemicals?   FORMCHECKBOX 
  YES   FORMCHECKBOX 
  NO

3. Does this job require work with hazardous materials, e.g., noise, asbestos, chemical carcinogens?   FORMCHECKBOX 
  YES   FORMCHECKBOX 
  NO

E.
Explanatory Information (Use a separate sheet, if necessary.)

Include any information which further clarifies the duties of the position. For example, indicate any significant inter-relationships associated with the position. Explain where the work originates, where it is forwarded, the deadlines, etc. List what equipment is used. Indicate if any type of confidential data is handled. Include a copy of the organization chart, if necessary.

Good communication and interpersonal skills. Must be creative, detail and goal oriented, possess good problem solving skills and the ability to prioritize. Must be able to handle stress during peak times.
If there are any comparable positions within the department, identify these positions by position number and note similarities and differences.

     
V.
Employee Signature


Employee Name


Signature


Date
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