COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
VICE PRESIDENT - INSTITUTIONAL ADVANCEMENT
PAY GRADE:
A-20
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:
To provide leadership and administrative oversight for the CF Foundation, Marketing and Public Relations and Grants and the Appleton Museum of Art.
PREREQUISITES FOR POSITION (Qualification Standards):

I. Education or training: Bachelors degree required.  Masters degree preferred.
2.
Years of experience in field: Five years of experience in progressively responsible positions in education, public relations and/or successful fund raising, or a related area, at least two of which are at a supervisory level required. Community College experience preferred.

3.
Special skills or abilities related to position: Positive human relations’ skills.  Knowledge of the sources and methods used in college development programs.  Knowledge of community needs and a variety of community activities.  Knowledge of community needs relating to educational services   Knowledge of state regulations pertaining to annuities, teaching chairs, endowments, trusts and wills, private and public foundations, securities, tangible gifts, pooled income funds, bequests, special grants, and investments.

Ability to establish and maintain effective working relations with the community and employees of the college.  Ability to assess needs which can be met through the Foundation.  Ability to assess and provide cultural activities for the community through the college.  Proficiency in communications skills and in public speaking.  Evidence of sound management and supervisory skills.
ESSENTIAL JOB FUNCTIONS:

I.
Manage a comprehensive fundraising program including an annual campaign, major gifts and planned giving activities.

2.
Provide staff support and guidance for the Foundation Board of Directors.

3.
Manage Foundation budget and investment program.

4.
Manage and coordinate volunteer and professional relationships in support of fundraising activities. 
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ESSENTIAL JOB FUNCTIONS (Continued):

5.
Work in concert with the Appleton Museum of Art to assure coordination of college development efforts.
6.
Establish and report on annual fundraising goals for the Foundation.


7.
Supervise/direct the grants office/function and the marketing/public relations function.
8.
Annually prepare a college wide marketing/public relations plan.  Coordinate the development of an annual set of priorities for external funding.

9.
Represent the college to external constituents to promote development and advancement of the college.
10.
Participate in professional development for the purpose of keeping current with trends and issues that relate to resource development and institutional advancement.
11.
Due to the scope of responsibility of this position and the need for the College to communicate both during the weekday and after regular work hours, the employee must possess a cell phone and provide the number to Human Resources, the immediate supervisor, and the Senior Vice President.
(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.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Building 42, Ocala Campus

SUPERVISOR OF POSITION:

College President
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