CSUN ANNUAL GIVING PROGRAM

Telefund Statistician

Job Description

Reporting to the Director of Annual Giving and the Annual Giving Intern, the Telefund Statistician is responsible for maintaining and creating the program’s statistical reports.  The Statistician is responsible for a number of duties including, basic filing, word processing/data entry, and maintenance of statistical reports. 

FILING                           

1. Generate end of day data.

2. Properly file al statistical reports.

3. Maintain a well kept record of all the statistics.

WORD PROCESSING/DATA ENTRY       

1. Create statistical reports

2. Data entry of Nightly Statistics. 

3. Data Entry of received pledges. 

4. Data entry for weekly and monthly statistical reports.

5. Prints and Distributes reports on a monthly basis.

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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