CSUN ANNUAL GIVING PROGRAM

Telefund Clerk

Job Description

Reporting to the Director of Annual Giving, the Telefund Clerk is responsible for supporting the Telefund Staff and the Director of Annual Giving.  Clerical staff is responsible for a number of duties including, basic filing, mailings, word processing/data entry, maintenance of prospect cards, and keeping forms and materials stocked for each night’s shift.

Starting pay: $7/hr

FILING & STOCKING DUTIES   

1. File all employee information.     

2. File and stock all Telefund forms.

3. Fill in the Supervisor’s handbook prior to the shift with the tally sheets and other forms needed for each calling shift.

4. Set up the caller’s booths and make sure that they are clean and have the sufficient materials needed for the calling shift.

PLEDGE CARDS 

1. Prepare pledge records for processing.

2. File the calling pledge cards that were used the previous night.

3. Maintain all calling pledge cards up-to-date.

4. Prepare prospect cards for the night’s shift.

5. Make sure there is a good stock of calling pledge cards everyday.

MAILINGS

1. Mail Reminder and Confirmation letters as soon as possible.

2. In collaboration with the Annual Giving Intern, complete mailing of “will consider” requests. 

3. Complete any additional mailings that need to get done for that week.

WORD PROCESSING/DATA ENTRY

1. Research bad addresses and phone numbers and correct them.

2. Create Caller Hall of Fame Certificates on a daily basis.

3. Update Telefund goal chart.

4. Create area code and supply lists.

QUALIFICATIONS

1. CSUN student status – required.
2. Excellent organizational skills.

3. Working knowledge of Microsoft, Excel, PowerPoint, and Access.

4. Ability to work on a regular schedule of 20 hours a week during the school year. 
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