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POSITION DESCRIPTIONPRIVATE 


TEXAS CHRISTIAN UNIVERSITY


ANNUAL FUND OFFICE

Position:

21602315

Job Code:

1316

Title:


Annual Fund Officer

Department:

University Advancement

Reports to:

Michelle Amos

Name:


 

QUALIFICATIONS:
Bachelors degree is required.  Two to three years of experience in fund raising, sales or marketing is required.  Strong communication skills are required, as well as the ability to manage multiple priorities and deadlines.  Professional experience in higher education preferred.  

I.
Basic description of job:

A.
Brief Summary:
The Annual Fund Officer will be responsible for coordinating personal solicitation for two reunion classes annually.  Manages donors and prospects in the regions of West Texas, Georgia, North Carolina, South Carolina and Tarrant County (1970-989). 


B.
% of Effort:

Specific Duties:
70%

REGIONAL ASSIGNMENTS
· Manage the Tarrant County donors and prospects for the Classes of 1970-1989.

· Manage assigned donors and prospects in the West Texas, Georgia, North Carolina and South Carolina regions.

· Responsible for all reunion solicitations within specified class years.

· Responsible for all Clark level LYBUNTS that do not renew their support through the renewal system.

30%

CLASS ASSIGNMENTS/REUNION:

· Responsible for solicitation for two reunion classes annually.

· Recruit reunion gift chair.

· Work with reunion gift chair and committee to establish goals, identify potential donors and develop solicitation strategies.

· Responsible for managing the solicitation process and achieving all goals for the class.

· Staff reunion activities.

II.
Supervision Received:

A.
Immediate Supervisor (name/title):



Michelle Amos, Director of the Annual Fund


B.
How often and in what ways is work monitored?


Bi-weekly meetings and yearly performance review.
III.
Supervision of Others

Job Title


# Supervised

Nature of Supervision

Adm. Assistant I


1

Supervise on a day-to-day basis.

IV.
Key Working Relationships

Excellent working relationships must be established with Advancement managers and staff, Development Information Services, Alumni, and volunteers.
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