CSUN ANNUAL GIVING PROGRAM 

Annual Giving Program
Senior Telefund Supervisor
Job Description 

Reporting to the Director of Annual Giving, the Senior Telefund Supervisor supervises two Telefund Supervisors and is responsible for the supervision of all Telefund calling sessions. The Senior Telefund Supervisor will also prepare all documentation associated with the conduct of these sessions. The Senior Telefund Supervisor responsibilities include accepting credit card contributions, confirming pledge amounts over the phone, keeping track of pledges made, motivating, encouraging and coaching Telefund callers, and assisting student callers with questions and problems. The Program Supervisor is to maintain a safe work environment for all and insure that the policies and procedures of the Telefund are followed. The Senior Telefund Supervisor will work closely with the Program Supervisors and the Director of Annual Giving to oversee management of Shift Leaders. The Senior Telefund Supervisor will also work with the Annual Giving Intern and the Director of Annual Giving to update the current Telefund Program and Telefund Callers statistics and records. The position requires a working knowledge of Microsoft Word, Excel, PowerPoint, and Access. The Senior Telefund Supervisor should have a minimum of 6 months of experience in an academic calling room environment. The duties of the Senior Telefund Supervisor include: 

MANAGE NIGHTLY TELEFUND PROGRAM 

1. Calling room environment maintenance and updates.

2. Prepare and copy caller scripts.

3. Set nightly, weekly, and monthly goals.

4. Create and implement nightly themes and goals.

5. Conduct nightly training sessions.

6. Monitor quality of caller contacts with prospects.

7. Confirm all pledges secured by callers.

8. Prepare and direct nightly calling sessions.

9. Develop effective motivational techniques. 

10. Coordinate calls for ancillary campaigns. 

SUPERVISION OF STUDENT CALLERS 

1. Enforce annual fund personnel policies and procedures.

2. Enforce employee shift and timeliness requirements.

3. Conduct regular caller reviews.

4. Maintain records for caller incentives.

5. Scheduling maintenance for calling staff.

6. On-Call scheduling for absent callers.

7. Supervise Telefund Supervisors 

TELEFUND ADMINISTRATION 

1. Create annual incentive/bonus plans.

2. In collaboration with the Director of Annual Giving, create calling schedule of constituents on an annual basis.
3. In collaboration with the Director of Annual Giving, conduct weekly shift leader meetings. 

4. Attend weekly meetings with Annual Fund Director and Telefund supervisors.

5. In collaboration with Annual Giving Intern, prepare student payroll.

6. In collaboration with Annual Giving Intern, check Telefund and caller stats for accuracy.

7. Monitor parking permit disbursement.

8. In collaboration with the Director of Annual Giving and Program Supervisors, coordinate employee recognition events. 

RECRUITMENT, HIRING, TRAINING  

1. Design and post flyers and recruiting ads.

2. In collaboration with the Annual Fund Director, Telefund Supervisors, and shift leaders, conduct training sessions for student callers.

3. Develop and revise materials to support training regimen.

4. In collaboration with the Annual Fund Director, Telefund Supervisors, and shift leaders schedule and conduct phone interviews. 

.

CampusCall System Maintenance (5%) 

1. Generate end of day reports.

2. Prepare pledge records for processing.

3. Analyze and prepare weekly report on calling shift statistical data.

4. Load, recycle, and maintain alumni/donor databases. 

Starting pay: $10.25/hr.

