Phonathon Supervisor

Job Description
Phonathon Supervisors work 10-15 hrs/week under the direct supervision of the Assistant Director of Advancement. They are responsible for daily management of the Phonathon Calling Program including advertising, hiring, training, scheduling, market segmentation, program development, supervision, technical setup, and direct solicitation of alumni and local businesses. Assistant Managers must be at least a Sophomore and have worked for the Phonathon Program as a caller.

1. Supervise callers. Insure all daily shifts are scheduled and staffed with at least 10 callers.

2. Provide continuous evaluative information to callers including regular call evaluations and input for monthly evaluations.  Provide face-to-face evaluation of callers on a recurring basis.

3. Evaluate and develop new market segments and strategies to increase the number and size of annual gifts.

4. Are familiar with operation of all technical equipment including phones, computers, and head- and hand-sets.

5. Coordinate marketing plan for recruiting callers. 

6. Hire and train callers.

7. Maintain current reports of overall program progress, bonus system, and post regularly.

8. Arrange for pick up of gifts in kind from local businesses for bonus program.

9. Coordinate all aspects of annual student appreciation party.

10. Request call sheets and other supplies (pledge forms, brochures, envelopes, etc.) as needed from Information Technologist.

