COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION 
JOB TITLE:
Coordinator - Annual Fund AND ALUMNI DEVELOPMENT
PAY GRADE:
P-9
OVERTIME STATUS:
NON-EXEMPT
MAJOR RESPONSIBILITY:
To manage an effective annual fund campaign; to coordinate alumni development activities.
PREREQUISITES FOR POSITION (Qualification Standards):
1. Education or training:  Bachelors Degree required.

2. Years of experience in field:  Two years experience working in the development field preferred.  Experience working with committees and volunteers preferred.


3. Special skills or abilities related to position: Positive human relations skills.  Good oral and written communication skills.  Proficiency in Microsoft Word, Excel and development software.  Able to handle multiple events at a time and set priorities.


ESSENTIAL JOB FUNCTIONS:

1. Serve as the primary coordinator for the Annual Fund, including, but not limited to:

a) Recommending an Annual Fund Plan, including campaign goals, benchmarks, and timelines, and being accountable to same.

b) Helping to develop and maintain the data base to support the Annual Funds.
c) Preparing monthly and other summative reports.

d) Preparing a budget and monitoring expenditures.
e) Managing the mass appeals and internal Annual Fund efforts.
f) Preparing a final summary report on all activities, with future recommendations

2. Work with marketing and Public Relations on communications to support Annual Fund campaign.

3. Provide staff support for the Alumni Association meetings.

4. Work with alumni on a selected number of alumni events (annual luncheon, Homecoming, graduation receptions and coordinate as necessary.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required)
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ESSENTIAL PHYSICAL SKILLS

· Acceptable eyesight (with or without correction)

· Acceptable hearing (with or without hearing aid)

· Ability to communicate both orally and in writing

· Able to sit at a desk and view a display screen for extended periods of time

· Ability to access, input, and retrieve information from a computer or other electronic device

· Light (up to 15 pounds) lifting

· Walking

· Standing

· Sifting

ENVIRONMENTAL CONDITIONS
· Works in an office environment
(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Foundation



SUPERVISOR OF POSITION:

Vice President Institutional Advancement
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