Phonathon Supervisor Job Description
Duties:

1. Be at the Phonathon room by 5:55pm (at the latest) to make sure the room is open
2. Take attendance, pass out tickets to winning team members and statistical leaders from the previous week, and get team time started.
3. During team time, make phone calls to substitute callers until enough workers have been secured to fill every calling station for the evening.
4. Manage calling room

5. Perform caller evaluations -3-4 per night
6. Utilize online white pages to find phone numbers/addresses

7. Monitor call sheet completion

8. Motivate callers 

9. Track nightly stats

10. Assist in leading training for team leaders and callers

11. File call sheets appropriately
12. Encourage callers and keep them focused.
13. Re-circulate appropriate call sheets from “call back” folders
14. Keep track of break times
15. Observe callers via the monitor phone or eavesdropping.  Make suggestions of improvement wherever necessary.  Fill out evaluation forms on a regular basis (as instructed by Phonathon Coordinator)

16. Update nightly totals on the dry-erase board.  (Matching dollars count toward the nightly monetary goal).  Check these numbers for accuracy at the end of the shift.
17. When callers return from team time, see to it that there is a smooth and quick transition into calling.
18. See to it that all call sheets are collected, entered into the appropriate Excel spreadsheet, and properly filed at shift’s end

19. Keep Phonathon room clean and orderly
20. Advise and update Meredith of any problems, questions, or unusual developments that arise during the course of the semester.
21. Other duties as assigned
Reports to:

1. Phonathon Coordintor

2. Other Development staff as appropriate
