Pitt TeleFund Student Caller Job Description


University of Pittsburgh
PittTeleFund
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
Date of Hire
Name of Responsibility Center;

Department; Section Within Department
Hours Required

0
1
0
5
1

Institutional Advancement; Development
Pitt TeleFund
13.5-15 hrs/week


Current Class Title
Student Caller/Fall-Spring
Working Title
Fundraising Representative


Provisional Period

4 wks
Effective Date
Upon hire

II.
Position Description in Summary

Fundraising representative for the University of Pittsburgh, contacting Pitt alumni, faculty, staff, parents and friends by telephone with specific goal of securing financial contributions to the University's Annual Fund, updating prospect records, and providing current information to friends and alumni.
VI.
Supervisor Signatures

Day Supervisor

Evening Supervisor




Signature

Signature




Date

Date

IV.
Documentation of Job Content


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

Percentage of Time

Duty or Responsibility

Related Performance Standard







50%

Act as a fundraising representative for the University of Pittsburgh, contacting Pitt alumni, faculty, staff, parents and friends from prospect lists provided by management, with specific goal of securing financial contributions to the University's Annual Fund.  Seek to secure matching gifts from prospects by providing them with information on where to get the necessary paperwork from their employers.

Caller is responsible for generating a minimum of $3,600/month in total combined gift and pledge donation volume, with a minimum of 35% (40% starting October 1, 2000)  of the total secured from donors on charge cards.  Representative must adhere to techniques presented during initial training and reinforced daily by supervisors during shift warm-up meetings, including the Outline of the Call and the Formal Close.  Must confirm whether donors' or donors' spouses' employers will match their gifts on each call.







40%

Act as a representative of the University of Pittsburgh.  Provide alumni, faculty, staff, parents and friends contacted over the phone with updated, current information on events taking place on University's main Oakland campus, or regional branch campuses, as appropriate.

Individual must maintain an active working knowledge of the University's mission, goals and program.  The ability to convey  information in an intelligent and friendly manner is required for success in this position.  Must maintain professionalism at all times during calling shifts, and in every telephone conversation.







10%

Record all gifts and pledges, and update prospect records as necessary in the following areas:  Names, spelling, addresses, telephone numbers and spouse information, as well as business information, including current titles, employers, addresses, phone numbers.  Must properly record information and responses provided by the prospects during phone calls.

Caller is responsible for accurately capturing and recording demographic changes, gifts and pledges, credit card account numbers and expiration dates,  refusals, and any other pertinent information gathered during phone calls. Information must be accurately entered into the system.

















































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.)

Students:  Incumbent should be a student currently enrolled in a degree-granting program at the University of Pittsburgh or another college or university, or a recent college graduate.  

Non-students:  Applicants who are not currently enrolled in a degree-granting program, or who recently may have been graduated, may be considered for this position if they have significant, relevant telefundraising experience, preferably in higher education.  
2. The minimum experience level required. (Again, all qualifications listed must be job related.)

Students and non-student incumbents must possess strong verbal communication skills, which s/he demonstrates during a pre-interview telephone screening, and during a face-to-face interview.  All incumbents must be able to speak clearly and use proper conversational grammar.  Additionally, non-students, including temporary and regular part-time employees, must have significant, relevant telefundraising experience, preferably in higher education, in order to be considered for position.
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.)

Incumbent reports directly to Day and/or Evening shift supervisor(s) or, in their absence, to the department director, systems administrator, or telemarketing specialist.  Incumbent must attend eight-hours of  TeleFund Caller training prior to beginning work, and is required to be present for warm-up meetings that precede each shift.    
4. The analytical skill required. (What is the complexity or standardization of the tasks which are performed?)

Incumbent should be at least an average typist, capable of entering text and numerical information using a computer mouse, keyboard, and Windows-based PC.  Incumbent is responsible for capturing information over the telephone -- including but not limited to prospect names, addresses, telephone numbers -- and accurately recording this information in the automated SmartCall for Windows system.
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.?)

(Not applicable.) 

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 in judgement/accuracy can generate substantial ill-will toward the University, and could generate financial losses for university alumni, friends and staff.

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.)

Not applicable; incumbent has no supervisory duties.  
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.)

Incumbent has no duties associated with the above human resources responsibilities.  Incumbent is responsible for keeping an accurate accounting of their hours worked on departmental timesheets. (Temporary employees are responsible for securing their timecards from ALL-TEMPS, accurately recording their hours worked, and signing and turning in their timecards to their respective supervisor, according to payroll deadlines set by ALL-TEMPS. 
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?)

Incumbent works as a member of the Pitt TeleFund, a branch of the central Annual Fund division.  Extensive contact with fellow callers, TeleFund supervisors, director, and systems administrator.      
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?)

Incumbent has ongoing contact by phone with significant numbers of University alumni, faculty, staff, parents and friends.  Incumbent provides prospects with information on the University; answers questions asked by alumni and friends; requests financial support of the University; and secures donations by bank card or pledge.  Incumbent must convey professionalism during all conversations with alumni, friends, parents, faculty and staff.  Failure to do so will result in disciplinary action, up to and including termination.    
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.

Incumbent must have strong verbal communications skills, and must be able to speak clear conversational English, and use appropriate grammar and pronunciation.  Incumbent must be able to type information while conversing with prospects over the phone.
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?

Incumbent is required to remain seated for periods of up to 3 hours at a time.  Incumbent will be wearing a headset while conversing with prospects.
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.

Incumbent is employed by the University of Pittsburgh, as a member of the Pitt TeleFund, a branch of the Office of Institutional Advancement’s Annual Fund.  Handles confidential alumni and donor information.

I have read this job description, and understand the requirements of this position.

V.
Employee Signature


     








Employee Name


Signature


Date
1

