New internship position request, Annual Giving

Position:
Annual Giving Coordinator

Supervisor:
Assistant Director of Annual Giving

Compensation: $2,500 per semester, through financial scholarship
Timeline:
Fall semester (Aug. 25th –Dec. 2nd), Spring semester (Feb. 2nd - May 11th)

Schedule:
15-17 hours per week

Duties and Expectations:

The Annual Giving Coordinator will serve as a part-time professional member of the University Relations staff.  S/he will have a dedicated computer and will be expected to participate in all assigned activities in the University Relations Office.  The Coordinator will be expected to perform the following minimum requirements and will be assigned other duties as appropriate.

· Assist in coordination and execution of the Fall & Spring Phonathon

With close supervision from the Assistant Director of Annual Giving, the Coordinator will recruit, hire and manage team of student callers as well as two Phonathon Coordinators.  Duties include the training of callers; running calling sessions; supervising and directing Phonathon Coordinators; motivating callers through personal effort and a system of incentives.  The Coordinator will help the Assistant Director of Annual Giving with production of pledge forms and will oversee the mailing of pledge forms and statistical reports by constituent group of results.  Other tasks encompass the scheduling of training facilities, preparation of student calling schedules and management of student payroll. The intern will also analyze data and statistics reflecting the results of Phonathon and submit reports of such data to various University Relations staff members. The Coordinator is responsible for maintaining quality relations with each phone contact.

· Assist with development and implementation of Parent Giving Program

Assist the Assistant Director of Annual Giving with donor contacts for implementation of Parent Giving Program, including mailings to donors in advance of interviews and calls to set up interview times.  Assist in writing brief bios based on interviews with donors.  Receive and catalog donor photos to be digitized.

· Assist Assistant Director of Annual Giving in updating Annual Giving web pages
Analyze current web pages and propose improvements; participate in the implementation and marketing of On-line giving program.

· Attend donor awards events and serve as support staff
Coordinator will be required to attend and assist in the execution of several donor and alumni events serving as support staff.  Events will include (but are no limited to): Evening in the Grove, the Alumni Holiday Party, and the Tom McCall Forum.

The Annual Giving Coordinator position is a professional internship opportunity for a junior or senior level student to acquire experience in the field of advancement.  Specifically, the coordinator will receive experience and training in:

Fundraising programs and systems

Public relations and donor stewardship

Supervisory experience

Phonathon coordination experience

Exposure to all areas of University Relations management

Marketing experience

The Coordinator will be directly supervised and evaluated throughout the program and will be assessed at the conclusion of the program.    Position includes many evening and weekend hours and will also require moderate hours during the Winter III semester.  Work schedule, agreed to in advance, will be maintained throughout the duration of the program.

Interested persons are encouraged to submit a resume and cover letter to:

Danielle Hopkins

Assistant Director of Annual Giving

UC 670

Phone: 503.352.2883

FAX: 503.352.2252

hopkinsd@pacificu.edu

