TELEFUND SUPERVISOR JOB DESCRIPTION
Telefund supervisors manage the day-to-day operation and planning of the Telefund program in coordination with the Telefund Manager, Assistant Manager, and the Annual Giving Programs of BYU-Provo, Idaho, and Hawaii.  The supervisors report to the Telefund Manager.

I.  Responsibilities
A.  Hire/Train/Supervise staff of 10-20 students.

1. Conduct Group Interviews and Floor Tests (phone tests) with applicants.

2. Conduct caller training sessions with the Leadership Team.

3.  Conduct review sessions/interviews with individual callers.

4.  Deal with unproductive or difficult callers.

5. Deal with isolated incidents occurring at the Telefund.

6. Assist in preparation and up-keep of caller training manuals including training and campaign materials.

B.  Provide on sight supervision of assigned Telefund shifts.

1. Plan and supervise assigned Telefund shifts.

2. Get team gathered and make short announcements at shift start times (3:00, 5:00, 7:35, etc.) and make sure front door is shut and devotional sign is displayed for late comers.

3. Be instantly available to answer caller questions and to offer assistance at all times (primary job description).

4. To learn and understand the latest version of MoonFire’s DialVision Web 4.0 (pre-shift, prospect maintenance) and to teach and demonstrate the different functions to all 60+ callers.

5. Arrive no later than 30 minutes before the start of the shift he/she supervises.  A meeting will be held 15 minutes before the beginning of each shift.

6. Motivate and inspire callers with an incredibly positive attitude and by being an upstanding, student role model.  Assist in maintaining the Caller Incentive Program.

7. Monitor calls by splitting with callers and giving immediate feedback.  Between the Supervisors, each caller should be split with once a week.

8. Handle calls with difficult donors.

9. Monitor phone conversations constantly to be the “eyes and ears” of the manager.

10. Notify Telefund Manager of any problems in writing. (Includes any additional memos to the weekly Team Report.)

11. Supervise four sessions per week and every third Saturday and occasional extra/late shifts.

12. Know and enforce policies, dress code, and notify Assistant Manager or Manager of any problems.

13. Call at least four hours per week.

14. Monitor/supervise credit card Verifiers.  Make sure verifiers are not hastily throwing down their headset to get up quickly from their chair.

15. If a supervisor is unable to attend his/her scheduled shift, he/she must make arrangements for another supervisor to cover that specific time slot.  The supervisor scheduled for each specific shift is responsible for that shift.

16. Sort, file and review nightly statistics, reports and process the reports folder in a timely manner, when needed.

17. Maintain and update the team logbook.  The logbook should contain information about the shifts he/she supervises (team goals set, announcements, callers listened to, special circumstances of callers, etc.).

18. Monitor break times.  Flash the lights at 3-4 minutes before the end of a shift.  At 7:35pm, the lights will be flashed again to let callers know that the shift is starting at which time they must be at their calling stations.

19. Take initiative and look for ways to help others out.  

20. Perform other duties as assigned by the manager.

C.  Maintain the Telefund facility.

1. Keep materials neat and organized.

2. Care for telephone and headset equipment.  Keep headset database up to date through the Assistant Manager and Database manager.  Supervisors are ultimately responsible for the upkeep and lifespan of the headsets for their individual teams.

3. General upkeep of the Telefund facility.

4. Assist in maintaining an organized and functional state in the Call Center.

D.  Plan and strategize with the Telefund Leadership Team, Assistant Manager and Manager.

1.  Plan and review calling sessions.

2.  Represent the needs and issues of the callers to the Leadership Team.


3.  Attend weekly team meetings with the Leadership Team.

4.  Conduct weekly Telefund staff meetings.

5. Set personal goals and the means to achieve them.

6. Achieve Telefund goals set by manager and related Church schools.

7. Attend monthly stewardship interviews with Assistant Manager and Manager.

8. Attend monthly Leadership Training Meetings.

II.  Qualifications
A.  Exhibit enthusiasm in support of the Church’s Education System (all BYU’s and LDSBC).

B.  Demonstrate effectiveness and genuine warmth in contacts with others.

C.  Possess organizational abilities and attentiveness to details.

D.  Strong oral communication skills.

E.  Possess strong management and leadership skills.

F.  Ability to motivate others.

G.  Must agree to enforce Telefund regulations and policies.

H. Ability to work as a team member

I. Willingness to keep up with issues at all BYU’s that affect the Telefund

J. May not participate in any college (non-intramural) sports.

K. Must have worked at least one semester as a TSR.

L. Must commit to working at least 14 hours per week.

M. Possess strong computer skills and knowledge.

N. Raised at least $20,000 as a caller.

O. Able to work at least one year as supervisor.

P. Preferable to be able to work Spring/Summer.

Q. Ability to be patient with others and the manager.

III. Working Hours
Telefund shifts run from 3-5pm, 5-7:30pm and 7:30-10pm, Tuesday through Friday, and 9-11:30am and 11:30-2pm on Saturday.  Some special shifts may be scheduled.  Supervisors are required to work at least 14 hours per week and are strongly encouraged to work 17-20 hours per week.  In addition, supervisors must attend weekly supervisor meetings and Telefund staff meetings/Monthly Training Meetings.  Approximate time commitment: 14-20 hours per week.  (Fluctuates)  Note:  The first few weeks of each semester can average 17-20 hours due to hiring and training of callers.

IV.  Pay Level
The position is a student employee position at BYU.  The starting wage for 2001-2002 is $8.25 and raises are given based on performance in the job description, length of time in position, seniority position among the leadership team and success of the supervised team of callers.  

