New Development Officer Action Plan—College of Science and Technology
1. Learn all you can about the USM Foundation and the University.  Ask questions, visit the Honor House a lot, get to know the people you work with and spend quality time with other development officers for mentoring opportunities, read our policies and procedures, read our bylaws, show up at our events, and meet our board members. Learn about the University, and show up to events on campus and in the community. 
2. Learn all you can about educational fundraising.  Read, read, read, go to conferences, read, ask for a lot of mentoring, read, and then read some more!
3. Learn all you can about the College of Science and Technology (CoST). Your development coordinator is a great resource.  Have as many regularly scheduled appointments with the Dean of the CoST as you can. Show up at CoST events.
4. Learn how to use Contributor Relations in PeopleSoft, Corporate Calendar, initiatives, entering actions, and Kintera.  The IT will train you on how to use these modules. Get really, really good at using technology.  We will always progress towards using more technology—not less.  
5. Understand prospect management for the University, know your prospect assignment list backwards and forwards, and make good decisions on future prospects.  Get with your researcher and your development coordinator to determine who needs to be on your list, who should be taken off your list, and what new prospects to add. They are very knowledgeable about this and a great resource. 
6. Carefully look at all prospects on your list to see where they are in the fundraising process (identification, cultivation, solicitation, stewardship).  Again, your development coordinator and assigned researcher can be a tremendous help to you on this. Work your prospect list and make sure you enter your information into PeopleSoft as an action.
7. Find out who is on the advisory board of CoST.  Your development coordinator is aware of who is on the committee and she can help you with this. Go and visit them in person. Show up at the events they host.
8. Get a list of all scholarships and funds for CoST and get to know them very well. You will be asked a lot of questions about them in the future.  Our financial services department is reassessing the scholarships and funds by department for CoST. They are a great resource as well as your development coordinator. 
9. Figure out all existing/current fundraising initiatives for the CoST.  Report all existing or new initiatives to IT so we can set it up in PeopleSoft. 
10. Learn about Annual Giving at the Foundation and work closely with the director. 

11. Learn about Donor Relations at the Foundation and work closely with the director.  Donor relations is not just a department—it is everything we do at the Foundation and it is also your responsibility. 
12. Start making appointments to meet all the prospects, advisory boards, professors, and donors.
