Marquette University – Position Description

Title:



Marquette Fund Officer

Reporting to:


Director of the Marquette Fund

Peers:



Marquette Fund Officer
Primary Working Rel:
Marquette Fund Officer, Associate Director of Marquette Fund, Office Associates, Reunion Alumni Volunteers
Date:



April 2, 2004
Position Purpose:  Coordinate and manage fundraising strategies and volunteers to increase revenue, attendance, and alumni participation through the Reunion Giving Program. Plan and execute programs and to manage volunteers in support of the Parents Association.
Responsibilities:

1. Develop volunteer recruitment and management including:

a. Appointment of Reunion and Parents Association Chairs.
b. Manage volunteers and on-going efforts as liaison between the Parents Association subcommittees and the following Marquette areas: Admissions, Residence Life, New Student Orientation, Career Services and the Parents Fund.

c. Coordinate semiannual Parents Association  Board meetings
d. Recruit class committee members to encourage participation in Alumni Reunion Weekend and the Marquette Fund.

e. Facilitate and collaborate with other Advancement team members in the class project campaign for the 25th and 50th reunions.

f. Collaborate with other Annual Support staff in fundraising and reunion planning
2. Work in conjunction with the Communications and Benefits Specialist to produce all Reunion and Parents Association printed and online pieces such as annual Parents Association Newsletter.
3. Meet a minimum number of personal solicitations to prospects in reunion years.
4. Facilitate Parents Fund solicitations.
5. Facilitate personal solicitations with reunion volunteers and alumni in their reunion year.

6. Work with Development Staff to identify volunteers and alumni who have potential for increased gifts and offering Challenge Funds and to solicit reunion year prospects.

7. Coordinate with Alumni Relations in volunteer selection, direct mail scheduling, and other aspects of reunion planning as necessary.

8. In conjunction with the Director of Annual Support, establish dollar and participation goals for each class.

9. In conjunction with Annual Support staff, produce effective direct mail pieces to solicit reunion gifts from Alumni.

10. Oversee reunion giving and Parents Association budgets
11. Utilize reports and research to improve reunion solicitation techniques.

Skills:

Administrative:

Establish plans – Develops short-and long range plans that are appropriately comprehensive; realistic, and effective in meeting goals; integrates planning efforts across work units.

Develop Systems and Processes – identifies and implements effective processes and procedures for accomplishing work.

Manage execution – assigns responsibilities, delegates and empowers others; removes obstacles, allows for and contributes needed resources, coordinates work efforts when necessary, monitors progress

Work efficiently – allocates one’s own time efficiently; handles multiple demands and completing priorities, efficiently processes paperwork; manages meetings effectively.

Communication:

Speak effectively - speaks clearly and expresses self well in groups and in one-to-one conversations.

Foster open communication - Creates an atmosphere in which timely and high-quality information flows smoothly between self and others; encourages the open expression of ideas and opinions.

Listens to others - Actively attends to and conveys understanding of the comments and questions of others; listens well in a group. 

Prepare written communications:  Conveys information clearly and effectively through both formal and informal documents; reviews and edits written work constructively.

Interpersonal Skills:

Build relationships – Relates to people in an open, friendly, accepting manner; shows sincere interest in others and their concerns; initiates and develops relationships with others as a key priority.

Display organizational savvy – Develops effective give-and-take relationships with others; recognizes and effectively balances the interests and needs of one’s own group with those of the broader organization.

Value diversity – Shows and fosters respect and appreciation for each person whatever that person’s background, race, age, gender, disability, values, lifestyle, perspectives, or interests; seeks to understand the worldview of others; sees differences in people as opportunities for learning about and approaching things differently.

Leadership:

Influence Others - Asserts own ideas and persuades others; gains support and commitment from others; mobilizes people to take action.

Provide Direction - Fosters the development of a common vision; provides clear directions and priorities; clarifies roles and responsibilities.

Foster Teamwork - Builds effective teams committed to organizational goals; fosters collaboration among team members and among teams; uses teams to address relevant issues.

Motivates others - Encourages and empowers others to achieve; creates enthusiasm, a feeling of investment, and a desire to excel.

Motivation Skills:

Drives for results – Drives for results and success; conveys a sense of urgency and drives issues to closure; persists despite obstacles and opposition.

Shows work commitment – Sets high standards of performance, pursues aggressive goals and works hard to achieve them.

Organizational Knowledge:

Know the business – Shows understanding of the issues relevant to the broad organization and business; keeps that knowledge up-to-date; has and uses cross-functional knowledge.

Organizational Strategy Skills:

Focus on customer needs – Anticipates customer needs, takes action to meet customer needs; continually searches for ways to increase customer satisfaction.

Self-Management Skills:

Act with integrity – Demonstrates principled leadership and sound business ethics; shows consistency among principles, values, and behavior; builds trust with others through own authenticity and follow-through on commitments.

Demonstrate adaptability – Handles day-to-day work challenges confidently; is willing and able to adjust to multiple demands, shifting priorities, ambiguity, and rapid change; shows resilience in the face of constraints, frustrations, or adversity; demonstrates flexibility.

Develop Oneself – Learns from experience; actively pursues learning and self-development, seeks feedback and welcomes unsolicited feedback; modifies behavior in light of feedback.

Thinking Skills:

Use sound judgment – Makes timely and sound decisions; makes decisions under conditions of uncertainty.

Innovate – Generates new ideas; goes beyond the status quo; recognizes the need for new or modified approaches; brings perspectives and approaches together, combining them in creative ways.

Analyze issues – Gathers relevant information systematically; considers a broad range of issues or factors; grasps complexities and perceives relationships among problems or issues; seeks input from others; uses accurate logic in analysis.

Qualifications:

Education:         Minimum bachelor’s degree 

Job related experience:  1-3 years of previous annual fund/alumni relations work in a university setting.

Previous experience recruiting and managing volunteers is helpful. Candidate must be availability to travel and a willingness to work, at times, evenings and weekends.
