UNIVERSITY OF MINNESOTA FOUNDATION

Position Description

Position:
Telemarketing Coordinator (University Classification #9718 - Associate Development Officer)--Full time position

Department:


Current Giving (Annual Fund)

Accountable to:

Director of Telemarketing, University of Minnesota Foundation

Primary Objective of Position:  Provide oversight and expertise to the telefund operation which will help to increase the level of individual support to the University of Minnesota annual fund. Special emphasis placed on working with the Director of Telemarketing to recruit, hire, train, and supervise student callers.  Caller shifts are Sunday through Thursday, 5:30 - 9:00 p.m., so evening work is required of this full time position. 

Major Areas of Responsibility:

1. Direct the recruiting, hiring, training, supervision, and evaluation of student callers and supervisors who work on an automated telemarketing system.  (75%)

· Manage the day-to-day activities of the students and evaluate their performance

· Monitor caller activity, provide feedback and training to ensure successful caller performance

· Coordinate nightly meetings, as well as recruiting and recognition events

· Create and update scripting

· Plan team-building activities and ongoing training programs

· Develop and supervise ongoing promotions or motivational activities to increase productivity

2.  Work with collegiate representatives to secure guest speakers and current calling information. (10%)

3. Respond to alumni/donor inquiries and complaints concerning the telefund program. (5%)

4. Assist with the development of strategies to increase overall gift revenue and alumni participation rates.

      Work with the department management to develop and implement telemarketing budget.  (10%)

Essential  Qualifications:
Bachelors degree. Minimum of two years of telemarketing or training and development experience.  Demonstrated PC software skills in word, spreadsheets, email, internet, and database familiarity.

Preferred Qualifications and Selection Criteria:
Annual fund experience in a college/university setting.  Working knowledge of the principles of an annual fund and experience with direct mail and telephone solicitation.  Strong written and verbal communication skills. Computer skills, particularly as they pertain to an automated telemarketing system. Supervisory experience, including performance evaluation, motivation, compensation, and administration.  Demonstrated respect for others, support for department and organizational goals.  Excellent written communications skills, using good grammatical style and form, and attention to accuracy.  Excellent time management skills; use of effective tracking methods to complete work and projects in time required.
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