JOB TITLE & ORGANIZATIONAL STRUCTURE

RESPONSES
Secretary II - Basic gift processing and donor database management (Raiser's Edge)

Secretary II Volunteer Resources - Works for Volunteer Resources Manager 

Administrative Assistant (Secretary I) - Assists the VP

Grants Officer - Assists Grants Director

Financial Manager - Fund accounting and allocations processing

Children's Miracle Network Representative - Assists CMN Development Officer

Children's Miracle Network Development Officer - Manages CMN program on behalf of Children's HOspital.

Volunteer Resources Manager - Oversees management of volunteer program and hospital gift shop

Director of Grants Administration - Oversees all aspects of grant identification, applications, budgeting, etc.

Director of Development - Oversees all aspects of fund raising (including annual, major and planned giving) programs excluding grants.

Vice President - The boss

Aline Lasseter

Director of Development

Memorial Health Trust

Savannah GA

**********

Lewis E. Thayne 

Vice President for Institutional Advancement

James C. Abbot, Jr.

Director of Corporate and Foundation Relations

Toni Allen

Director of Annual and Special Gifts

Betsy Bilbro '97 

Development Officer (Major Gifts Officer)

Mary McDonald Bosler

Stewardship Manager

Abigail Carlton

Research Manager

Lee Davis 

Special Assistant to the Vice President for Institutional

Advancement and Secretary to the Campaign

Susan Haymore

Records Coordinator (Processes all gifts and maintains database)

Courtney King

Records Coordinator (acknowledges all gifts and maintains database)

Beverly Mancuso

Assistant Director of Annual and Special Gifts

Sara Reid

Development Officer (Major gifts officer)

Adelia P. Thompson 

Assistant Vice President for Development

Chloe Tonney

Director of Leadership Gifts (Gift officer for gifts greater than $500,000)

Jana Tyson

Research Assistant

Bernardo Villaseñor

Research Assistant

Natalie Walker

Development Officer (Major Gifts Officer)

Chip Wallace

Director of Capital Gifts and Gift Planning (Manages Development Officers)

Jim Wright

Director of Development Services (Manages Records, Research, and

Stewardship)

************************

Mary McDonald Bosler

Stewardship Manager

Agnes Scott College

(404) 471-6105

800-868-8602, ext. 6105

mbosler@agnesscott.edu 

http://www.agnesscott.edu 

**********************

Baylor: 

President

V.P. Indiv. Corp. Fdn. gifts

Dir. Special Events

Data Coordinator and Office manager

Secretary and receptinist - Sec. for special events

Secretary - Sec. for Pres and V.P.

*************

Dana-Farber Cancer Institute

Development Assistant

Senior Development Assistant - supports the Director level

Executive Development Associate - supports Chief of Development

Assistant Director

Associate Director

Director

Chief of Development

*************

Response from Coral Butler

Our office is made up of 9 people--you wanted lowest to highest so, here we go:

On the secretarial level there are three:

Development Assistant for Alumni Relations and Major Gifts who provides clerical assistance to these programs.

Development Assistance for Advancement Services who enters gifts, data entry, etc.

Assistant to the Director- self explanatory, but she also maintains attendance records for the department, and is liason to the Board of trustees.

Three Assistant/Associate Directors:

Asst. Dir. of Alumni and Parent Relations: works with the Director of Alumni and Parent Relations with all parent committees, reunion, Hall of Fame, Alumni Association, etc.

Asst. Director of Donor Relations and Annual Giving: works with major gift commitees and projects, all stewardship efforts (we are post Campaign, so this is a big portion), and manages young alumni and lower school parent annual fund.

Associate Dir. of Advancement Services: manages reporting and tech. end of office.

Senior Staff is made up of three positions:

Director of Annual Giving

Director of Major Gifts and Stewardship

Director of Alumni and Parent Relations

and then the Director of Development.

*******

Response by Joseph Gordon:

Processing technician - Responsible for input of pledges/payments/address

updates, etc.

Manager of Advancement Services - Responsible for report and letter

generation, data retrieval, etc.

Assistant Director of Development (Special Events) - Responsible for

coordination of high-end University events

Assistant Director of Development (Annual Fund) - Responsible for all

components of the annual fund (phonathon, renewal, faculty/staff

solicitation, hopefully soon this person, who is me, will also oversee

on-line giving!)

Assistant Director of Alumni Affairs (we have two who share responsibilities

of running alumni reunions, alumni day, the alumni newsletter, etc.)

Director of Development & Alumni Affairs - Responsible for overseeing the

entire operation.

*********

Norma Alley: nalley@georgefox.edu

We are a much smaller Development Office.  Our scale is as is:

V.P. - Mainly deals with Corporations

Associate V.P.  - Endowment and specified scholarships

Director of the University Fund - Top dollar givers

Associate Director of the University Fund - Giving Clubs, Faculty and

Staff Campaign, Lower level givers.

Assistant Director of the University Fund - Phonathon and Direct Mail

pieces.

***********

Hi Rebecca -

we're a small shop, but positions are:

Executive Director (reporting to Board Chair and Hospital CEO)

Foundation Assistant (administrative support) - this position will probably become a Development Coordinator in several months if some benchmarks are shown.

Grants Secretary (one day a week grant tracking admin. position).

Patricia Wilhelm Dalton

Patricia.WilhelmDalton@metrogr.org 

Executive Director

Metropolitan Foundation

Ph:  616/252-7374

Fax: 616/252-7299

***************

In short...

We are an independent school of approx. 1,000 students beginner thru grade

12. Our Development Office or Office of External Affairs of 9 consists of:

1.) the Director, does most of the soliciting

2.) Dir. of Capital Giving, deals with major gifts and associated duties

3.) Asst. Dir. of Capital Giving (me), does prospect research & stewardship

4.) Dir. of Annual Fund, phon-a-thons, annual report

5.) Asst. Dir. of Annual Fund, processes all gifts

6.) Dir. of Alumni Affairs, cultivation, some traveling

7.) Asst. Dir. of Alumni Affiars, reunions, mailings, Bulletin

8.) Dev. Coordinator, events planning, Parents Assoc.

9.) Info .Services Coordinator, database maintenance

Publications is technically under the Office of External Affairs as we are

formally called, but they are pretty separate from us now.

Philippa Hamann

Assistant Director of Capital Giving

Buckingham Browne & Nichols

80 Gerry's Landing Road

Cambride, MA 02138

Ph (617) 800-2125

Fax (617) 868-7295

philippa_hamann@bbns.org 

***********

Organization is as follows

Staff Assistant

Part-time (4 days per week).  Responsible for entering daily transmittals,

backup for answering phones, ordering office supplies, organizing volunteers

for mail stuffings, and works all special events.

Executive Secretary

Responsible for day-to-day financial entry (A/R and A/P); assists Director

of Development with special event mailings, reservations, etc.  Handles

correspondence for Executive Director, attends meetings and responsible for

minutes of same.

Annual Giving Coordinator

Responsible for donor base management, all solicitation mailings, quarterly

newsletter, submissions to all internal publications for 4 campuses.

Develop direct mail portion of annual budget. Works with Director of

Development to build queries and run lists/labels for all event

solicitation.

Director of Development

Responsible for all special events, management and scheduling of office

staff, develop special event portions of annual budget.  Attends board

meetings and stands in for Executive Director during his absence.

Executive Director

Responsible for all day-to-day operations, works with board chairman to

develop strategic plan criteria, directs campaign activity, pursues grants

and major gifts.  Also works with individual committee chairman to develop

goals & objectives in alignment with strategic plan.  Liaison between

hospital system administration and foundation board.

Kim Probst, Annual Giving Coordinator

West Jersey Health & Hospital Foundation

106 Carnie Blvd.  *  Voorhees, NJ 08043

(856) 325-5545  *  Fax:  (856) 325-5544

kprobst@virtua.org  *  www.virtua.org 

*********

Under our VP for Major Fund Development, we have a Senior Planned Giving

Officer, Director of Corporate and Foundation Giving, four Development

Officers: Law, SPAHS -Pharm and Allied Health Sciences, Fine Arts and

Journalism, College of Arts and Sciences/Honors College and FAO schols, Four

Directors of Development and Alumni Relations: Life Sciences and Campus

centers, Forestry, Business Admin. and Athletics.  Then under the Associate

VP for Development we have the Director of Annual Giving, an assistant under

her, and all the development support positions from there (public relations,

stewardship, prospect research, etc.)  

Hope this helps, we have recently developed the Directors of Development and

Alumni Relations positions, where the positions are cost shared between the

Foundation (operations budget)and the schools (donor directed funds) they

represent (Forestry, SOBA, Athletics, etc.)

Sherri Rhodes '90

Stewardship/Donor Relations Coordinator

The University of Montana Foundation

P.O. Box 7159

Missoula, MT  59807

406.243.4260

*********

Our development division consists of 14 people, and the breakdown is as follows:

1.  Vice President for Development (oversees us all and is also responsible for working w/major prospects and is heavily involved in an upcoming Centennial Campaign)

2.  Administrative Assistant to VP (who also helps out the rest of us)

3.  Director of Corporate and Foundation Relations

4.  Director of Grants and Contracts

5.  Director of Alumni Relations

4.  Assistant director of Alumni Relations

6.  Director of Annual Giving

7.  Assistant Director of Annual Giving

8.  Coordinator of prospect research

9.  Coordinator of development information systems

10.  database specialist

11.  Director of Media Relations

12.  Director of Publications

13.  Editor/Alumni magazine

14.  Publications Assistant

Rose Dixon

Annual Fund Director

Wentworth Institute of Technology

500 Huntington Avenue

Boston, MA  02115

dixonr@wit.edu 

617-989-4067

********

At the Chicago Symphony, our full-time Development staff is usually at 30

people.  

1)Vice President for Dev.

2)Associate Director of Development  (weird title -- will probably be

changed -- many of the jobs below directly report to this person)

3)Director of Research, Director of Planned Giving, Director of Donor

Programs (benenfits and special events), Director of Donor Services (IS

function), Director of Individual Giving, Director of Corporate Gifts and

Sponsorships, Director of Volunteer Programs, 2 Major Gifts Officers

4) Special Events Manager (me), 4 Volunteer Project Managers, Membership

Gifts Manager (non-affiliated individuals), Individual Gifts Manager

(Governing Members), Grant Writer, Corporate Annual Fund Manager, Foundation

Gifts Manager, Data Analyst

5) Stewardship Coordinator, Volunteer Office Manager

6) 2 Donor Services Assistants (data entry and patron services), 1 Exec.

Assist. to VP, 1 receptionist, 5 Admin. Assists.

Ellen Sharp

Chicago Symphony Orchestra

*********

1.  Administrative Assistant who manages all of the secretarial work,

organizes general meetings, and serves as the number two person for our

donor database and acknowledgement process.

2.  Events Coordinator who manages the volunteers and details involved with

our fundraising and nonfundraising events and who serves as the number one

person for our donor database and acknowledgement process.

3.  Communication Specialist who oversees the marketing and public relations

functions for the Foundation in collaboration with our Hospital's Marketing

Deparment, and who also assist in prospect research.  This person staffs the

stewardship committee.

4.  Senior Development Officer who is involved in major gift fundraising,

reconnecting with the business community, and who has lead for our planned

efforts.  This position staff the planned giving and business community

committees.

5.  Executive Director who has overall responsibility for the Foundation and

who reports directly to the Foundation board and the Hospital's CEO.  This

position directly serves the major gifts committee, the executive committee

and the board.

Dave Ungurean

Executive Director

Northwest Community Healthcare Foundation

********

We are a two person office, executive director (my boss) and development

assistant (me). I wear many hats: all accounting/bookkeeping, database

manager, alumni relations, project coordinator and soon to be retirees club.

I also handle tracking of investment information. The executive director

solicits new funds or donations. I'm sure there is more, but couldn't tell

you for sure.

Yvette Work

Development Assistant

Scott Community College Foundation

ywork@eiccd.cc.ia.us 

*********

Subject:

       Re: Request:  Job Titles & Organizational Structure in your

       Or

       ---------------------------------

       Executive Secretary - provides reception and secretarial

       support for President, Exec. Dir. and Director of PG

       Coordinator of Donor Services - handles all gift processing,

       donor ack, and accounting functions

       Director of Donor Development & Special Events - plans special

       events, including a two black-tie galas, quarterly community

       luncheons, and various receptions, openings and other

       functions, coordinates PR/advertising, and    manages special

       projects

       Director of Planned Giving - handles all aspection of PG

       program from marketing to solicitation of gifts

       Executive Director - functions like a COO handling operations,

       also grant writing, direct mail, nwsltr,  some major gifts

       President - functions as CEO, solicits most major gifts,

       handles board relations, etc...; also oversees volunteer league

       Joanna Ehlers

       St. Anthony Foundation

       826 Northwest 11th Street

       Oklahoma City, OK 73106

       (405) 272-7060 phone

       (405) 270-7607 fax

       joanna_ehlers@ssmhc.com 

*********

Our development staff is listed below:

Executive Dir., University Relations (in charge of all fund-raising and 

alumni operations)

         - Asst. to the Executive Director (the exec. director's secretary)

         - Director of Corporate & Foundations Relations (reports to Exec. 

dir., responsible for           solicitation & stewardship of 

corp./fndtns./assocs. gifts)

                 - Associate Director of Corp. & Fndtns. Relations (same 

functions as the director,

                       plus he is responsible for the editing and writing 

of content on our web pages)

         - Director of Alumni Relations (reports directly to Exec. dir., 

oversees all alumni events,                               alumni board of 

governors, etc.)

                 - Alumni Services Coordinator (directly responsible for 

the planning of the events,               such as Homecoming, Downtown 

alumni luncheon and Auction.)

                 - Office Assistant IV, Alumni Relations (Alumni Director's 

secretary)

         - Director of Major Gifts (responsible for fund-raising of major 

gifts, i.e. $5,000 and above,            supervises the other three 

fund-raisers on staff)

                 - Major Gifts Officer  (Fund-raising, and helps with 

updating & content of webpages)

                 - Major Gifts Officer  (Fund-raising only)

                 - Major Gifts Officer  (Fund-raising for two specific 

schools, Education & Pharmacy)

                 - Asst. to the Director (Secretary for the Dir. of Major 

gifts, and also does some                clerical work for the Dir. of Duq. 

Soc., & Sustaining Gifts, listed below.)

         - Director of Duquesne Society and Sustaining Gifts (responsible 

for annual fund 'big   picture', i.e. oversees the asst. directors who run 

telefund and direct mail campaigns for small-end donors; also 

responsible for the Duquesne Society/Century Club dinner.  Duq. Soc. 

is giving club for members that give $1,000 or more in a calendar 

year, and the Century Club is a  group of our most distinguished alumni.)

                 - Assistant Director of Sustaining Gifts (responsible for 

university Telefund, and also senior giving initiative, and 

assists with direct mail fund-raising pieces)

                 - Assistant Director of Sustaining Gifts (this is a brand 

new position . . . the person

                   starts in a week . . .but basically she will be 

responsible for more of the direct mail

                   fund-raising pieces for small end donors, and also will 

assist in the operation of the Telefund.)

                 - Assistant to the Directors & Asst. Dirs. (clerical 

support for the three people mentioned above, and also for 

the Dir. of Res. & Dev. Services listed below)

         - Director of Research & Development Services (this is me so I can 

be pretty specific     here . . . I am responsible for the stewarding of 

all endowed scholarship donors, and some      solicitation also, I am 

responsible for the University's new alumni online community, I do 

all major prospect research and assign the fund-raisers to the 

MPs, and I coordinate what depts. and what schools get labels or 

listing from the University's database, I am responsible          for any 

type of permanent donor recognition projects that we do, for instance we 

did a donor    brick walkway, etc.)

         - Director of Planned Giving (responsible for all solicitation and 

stewarding of planned gifts,  and also responsible for some 

immediate gift fund-raising.)

********

Bill Hennessey

Exec Dir, Dir Planned Giving and Special Event Coordinator all reporting to

Execs Dir who in turn reports to Pres. of Health System.

********

The following list contains job titles by department for the area of

University Development and Alumni Affairs at the University of Alabama at

Birmingham.

Office of the Vice President for Development, Alumni and External Relations:

Vice President, Director of Administrative Affairs, Director of Financial

Affairs, Information Systems Specialist and support staff (2 positions)

Office of the Associate Vice President for Development and Alumni Affairs:

Associate Vice President and support staff (1 position)

Office of the Associate Vice President for Development/Major Gifts:

Associate Vice President and support staff (1 position)

Alumni Affairs:  Executive Director of Alumni Affairs, Alumni Relations

Officer (2 positions) and support staff (4 positions)

Annual Giving:  Director of Annual Giving, Annual Giving Coordinator and

student assistants

Corporate and Foundation Relations:  Senior Director of Development for

Corporate and Foundation Relations and support staff (1 position shared with

Planned Giving)

Donor Services:  Director of Donor Services, Assistant Director of Donor

Services, Stewardship Coordinator, Writer, Gift Records Production

Coordinator, Data Collection Coordinator, Data Information Coordinator, Data

Entry Operator (2 positions) and support staff (1 position)

Planned Giving:  Director of Planned Giving and support staff (1 position

shared with Corporate and Foundation Relations)

Prospect Research:  Director of Prospect Research, Resource Development

Specialist (2 positions) and Research Librarian

University Events:  Executive Director of External Relations, Program

Coordinator (4 positions) and support staff (4 positions)

19 Directors of Development for individual schools and programs.

If you have any questions, just shout. Hope this is helpful!

Daphne Powell

Stewardship Coordinator

University of Alabama at Birmingham

205.934.1807 Phone

205.975.4756 Fax

daphnep@uab.edu <mailto:dboman@uab.edu> 

********

We are a health care foundation (for Advocate Health Care) which raises funds

for our 8 hospitals. The following is a list of staffing by team. I could

probably give you a general idea of what each person does--just email me if you

have any specific questions. Hope this helps.

Denise

Advocate Charitable Foundation

STAFFING BY TEAM

Chief Development Officer

Chief Development Officer, Advocate Health Care and President, Advocate

Charitable Foundation

Secretary

Continuum Opportunities

Vice President, Foundations & Community Benefit Programs

Director, Foundations & Community Benefit Programs

Director, Foundation and Community Benefit Programs

Manager, Foundations & Community Benefit Programs

Secretary

Finance

Vice President

Good Shepherd Hospital

Vice President, Development

Manager, Development

Manager, Development

Coordinator, Development

Lutheran General Hospital

Vice President, Development

Director, Development

Manager, Development

Manager, Development

Assistant, Development

North Side Health Network

Vice President Development

Director, Development

Manager, Development

Coordinator, Development

Park Ridge Center

Director, Development

Executive Development

Executive Development Officer, Advocate Health Care and Vice President of

Development, Advocate Charitable Foundation

Secretary

Planned Giving

Vice President, Planned Giving

Manager

Secretary, Planned Giving and Finance

Campaign Planning

Vice President, Campaign Planning

Director, Campaign Planning

Information Systems

Director, Information Systems

Manager, Information Systems

Manager, Information Systems

Development Coordinator

Gift Coordinator

Gift Coordinator

Prospect Research

Director

Manager

Administrative Services

Director, Administrative Services

Secretary, Administrative Services

eceptionist, Administrative Services

Executive Development

Executive Development Officer, Advocate Health Care and Vice President,

Development, Advocate Charitable Foundation

Secretary

Development Operations

Director, Operations

Manager, Communications

Manager, Special Events

Manager, Special Events 

Coordinator, Special Events

Manager, Annual Fund

Coordinator, Development

Manager, Stewardship and Donor Relations

(will be adding a few more positions to this team at the Asst/Coord level)

Christ Medical Center

Vice President, Development

Director, Development

Manager, Development

Manager, Development

Manager for Hope Children's Hospital

Coordinator, Development

Good Samaritan Hospital

Vice President, Development

Director, Development

Coordinator, Development

South Suburban Hospital

Vice President, Development

Manager, Development

Bethany Hospital

Trinity Hospital

(coordinated by EDO; teams have been removed. Continuum also handles because

they are community hospitals)

===========================

    Denise R. Lyons

    Manager of Stewardship & Donor Relations

    Advocate Charitable Foundation

    205 West Touhy #225

    Park Ridge, IL 60068

    847.384.3485

*******

Jean Callister-Benson: 

At St. Olaf we have the following:

Vice President for Advancement, executive assistant and secretary

Alumni and Parent relations:  Director, Senior alumni officer, associate

director, 2 coordinators, office assistant and records secretary

Annual Giving: Director, 2 associate directors, assistant director,

prospect tracking coordinator, reunion giving assistant, coordinator

Advancement Research:  Director, Advancement researcher

Data Services:  Director, assistant and gift receipts coordinator

Stewardship:  Director, Stewardship assistant and Senior Stewardship Officer

Principal Gifts:  Principal gifts officer (5), senior principal gifts

officer/director of planned giving, planned giving coordinator, principal

gifts team assistant

********

Rebecca,

In the central office, there are the following positions:

Director of Development

Associate Directors (2) - one is the campaign manager

Assistant Director - manages all aspects of events, communications and

stewardship (that's me)

Director of Annual Giving

Director of Gift Planning

Director of Corporate/Foundation Relations

Director of Prospect Research

Regional Director - located in Boise

Five administrative assistants

We also have a development director and/or development coordinator in each

of our nine colleges and in athletics.  (Depending on the size of the

college, some only have a development coordinator.)

I hope this helps some.

- Melissa

Melissa Pierce Nielsen

Assistant Director of Development

University of Idaho
Office of Development


619 Nez Perce Drive
Moscow, ID   83844-3201

********

Sue Glowach

Up here we are a pretty small organization. We have one Receptionist/Secretary/

support person   and one Executive Director (who does everything else). 

Thankfully, we have 12 board members that are very involved in working with our

organization.

*********

I work in a small shop at Lake Forest College where there are only four

(technically 3 1/2 since we share an employee with Alumni Programs) Annual

Fund employees.  We have the Annual Fund Director, 2 Annual Giving Officers

and 1 Reunion Volunteer Coordinator.

Annual Giving Officer (1)  responsibilities:  Faculty and Staff Campaign,

Senior Class Gift Program, Phonathon Coordinator, Friends and Women's Board

Campaign, Budget Tracking, Alumni visits, and Student Worker Supervisor.

Annual Giving Officer (2)  responsibilities:   Database Manager,

Acknowledgment Manager, Direct Mail Manager, Parents Campaign, Matching

Gifts, Manager Web Development.

Reunion Volunteer Coordinator:  Handles all aspects of recruiting and

managing Reunion Volunteers.  Direct Mail Manager for all Reunion mailings.

Traci Reinecker

Annual Giving Officer

*******

Response by William Anderson: 

There is the Director of Annual Giving, Director of Major Gifts, Director

of Special  Gifts,

Director of Planned Giving, Special Events Coordinator, Director of

Stewardship, Director of Donor Relations, Director of Prospect Research,

Director of the Capital Campaign, etc.  Positions can also be upgraded to

Senior Director to denote a higher level of experience and responsibility.

 Assistant and Associate Vice President titles also denote supervisory

positions and higher levels of experience.

Rebecca Meadows
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