ROLLINS COLLEGE

POSITION DESCRIPTION

Name:                 TBD
Position Title:        Acknowledgment Coordinator
Position No:           S00791

FLSA Class:           Exempt                                       Position Class:
n/a
Department:
        Advancement Services
Grade:

            n/a
Date Prepared:     4/10/06
Summary of Responsibilities
This position researches and coordinates background information on endowed chairs, endowed academic programs, scholarships, prizes, and awards and writes reports in stewardship of these gifts.  Works in conjunction with the development office to distribute and report on expendable scholarship funds.  Supervises Florida Independent College Fund (FICF) scholarship process.  Coordinates content and style of departmental Web pages and newsletter.  Oversees presidential acknowledgment process and drafts letters. 
1.
Principal Duties and Responsibilities        
a. Researches and writes stewardship reports for endowed chairs, endowed academic programs, endowed and expendable scholarships, prizes, and awards. 
b. Works in conjunction with the Student Financial Planning office to secure information regarding recipients for endowed scholarships and to select recipients for scholarship awards from the annual fund in replacement of Rollins Grant dollars.
c. Works with financial information regarding market values of endowed funds and income generated for distribution.
d. Selects scholarship recipients and manages documentation to secure funds from FICF. 
e. Exercises professional discretion in the research, selection, organization, and preparation of data for stewardship reports.  
f. Investigates possibilities and implements innovations for the expansion and enhancement of the stewardship program, including Web-based reporting and promotion of endowed chairs and endowed academic programs.
g. Updates systems for efficient acquisition, application, and maintenance of data related to the stewardship of endowed and expendable gifts.
h. Interviews students, faculty, and staff and investigates prospect research files and Olin Library Archives to secure report information.
i. Maintains all permanent stewardship report records.
j. Drafts presidential acknowledgments for gifts, pledge payments, and pledges for any purpose other than the Crummer or Holt schools.
k. Prior to planned absences from work, ensures letters will be drafted by the assigned backup for presidential acknowledgments.
l. Performs ancillary duties as assigned by Director of Advancement Services. 

2.
Education and Experience Required
Bachelor’s degree in English or related field.

3.
Knowledge, Skills and Abilities
a. Ability to compose written materials at a professional level

b. Ability to analyze complex information and exercise discretion in its application

c. Ability to communicate critical information with accuracy and efficiency 

d. Ability to interact with core constituencies

e. Ability to understand and interpret financial information

f. Thorough knowledge of Rollins College culture and preferred presentation style 

g. Knowledge of personal computers, relevant software, Banner, and Internet research

h. Ability to maintain and update files and records with a high degree of accuracy

i. Knowledge and practice of organizational and time management skills

j. Work effectively in a team environment where information and ideas are shared.  Willing to assist other team members as needed.  

4.
Working Environment 
a. Office environment that is multi-task oriented and team-driven.

b. Overtime may be required as needed. 

This Position Description does not list all responsibilities, skills, or working conditions associated with the position.  It reflects those principal job elements essential for making a fair classification decision for the position.   

Approved by:                                                                                              
Date:               


Supervisor

Approved by:                                                                                              
Date:               


Department Head

Approved by:                                                                                              
Date:               


Human Resources

I have been given a copy of this Position Description.  I am aware this Position Description is not a contract and all specific details of the position are not included in the Position Description.

                                                                                   __        Date:               

                        Incumbent







