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Qualifications:

· Must be a full-time WVU student

· At least two semesters as a successful Mountaineer Line caller

· Ability to work as a member of a team

· Strong oral and written communication skills

· Possess organizational abilities and attentiveness to details

Skills/ Experience Preferred:

· Professional and/or volunteer experience working directly with the public

· Experience and/or training in marketing, sales, fundraising, or public relations

· Experience using Microsoft Windows software

· Ability to speak English clearly

· Ability to organize and present facts in a concise and persuasive manner

· Ability to record data accurately and maintain confidentiality

· Ability to build a strong compelling case in support of WVU in the interactions with prospects during telephone communication

· Ability to work independently and make good decisions with minimal direct supervision

· Ability to initiate and follow through with carrying out program policies and procedures

· Possess sound judgement, maturity, poise, and tact in dealing with the Mountaineer Line staff, WVU Foundation employees, and all other WVU constituents. 

Responsibilities:
· Coordinate all aspects of the calling shift under the direction of the Assistant Director of Annual Giving. This includes but is not limited to:

1. Making caller assignments for each unit and adjusting throughout the shift as necessary to meet assigned goals

2. Organize and supervise shift games to ensure maximum dollars raised

3. Update all computer records necessary during the shift including attendance, computer errors, incentive records, etc.

4. Supervise, assist, coach, monitor and encourage callers during the calling shift 

5. Perform all nightly reporting duties and inform Assistant Director of any outstanding issues/problems.

6. Leave the facility and all offices/spaces in good order.

Responsibilities, cont. 

· To correctly complete all paperwork in a legible and timely manner.

· To keep a record of all hours worked on a monthly time sheet provided by Mountaineer Line Department.

· To be at the Mountaineer Line Office on time during assigned days or make arrangements with another supervisor to take your place.

· To behave at all times in a professional, courteous manner and demonstrate leadership ability and serve as an example for Mountaineer Line staff. 

· To assist the Senior Supervisor with hiring and training of callers when necessary

· To report material and personnel problems/needs of Mountaineer Line to Assistant Director immediately. This includes but is not limited to: recommending callers for pay rate increases, disciplinary action or termination. 

· To attend scheduled supervisor meetings when appropriate

· To complete other duties as assigned by Assistant Director

Schedule / Hours: Must work at least two shifts per week, unless instructed or given permission by management 

Compensation: Starting hourly pay rate is $7.15/hour. Periodic increases in pay may be awarded based on performance. 

Application Procedure: A completed Mountaineer Line application is required and can be picked up in the Call Center Sunday – Thursday from 6:00pm – 9:00pm. 

Contact: Andrea Shirey at ashirey@wvuf.org or call 284-4016 Monday – Friday from 9am – 5pm. 
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